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Attendance Clerk Manual Foreword 
 

The purpose of the Attendance Clerk (AC) Manual is designed to provide instructions to the 
AC of Department of General Services (DGS) and its client agencies with the necessary 
information and resources to perform the various Human Resources (HR) functions.  This 
manual was prepared to provide the information needed to inform and make defensible 
decisions and produce quality work products in accordance with personnel-related laws, 
rules, policies, processes, and procedures.   

 

Attendance Clerk Role and Duties 
 

The Attendance Clerk role is to act as liaison between his/her office employees and the 
Office of Human Resources (OHR) on issues related to appointments, separations, 
benefits, payroll and timekeeping (PAL and/or STD 634). Duties associated with this role 
require the Attendance Clerk to work with confidential employee information and meet 
stringent deadlines. 
 
Duties may include:  
 

• Distribute and maintain all communication from OHR to office employees. 
• Inform OHR of all new hires, transfer and separations through the ABMS 

database. 
• Coordinate and forward complete appointment and separation packages to 

OHR timely. 
• Ensure health, dental, disability benefit and all other related forms associated 

to personnel are complete and submitted to OHR timely. 
• Enter and/or correct employee’s time in PAL or on STD 634 
• Ensure PAL timesheets/or STD 634 are submitted and approved timely. 
• Ensure MSA’s, annual performance appraisals, range change and pending 

probationary report are completed by supervisor, signed by employees and 
submitted to OHR timely. 

• Generate ABMS and PAL reports as appropriate.  
• May work closely with an Administrative Assistant who handles the more 

complex human resources issues such as; initiating the hiring process, 
tracking/justifying position for the office and special pay request. 

 
Confidential Data 
 
The Attendance Clerk shall take all necessary precautions to protect the confidentiality of 
records containing personal information and to assure such records are not disclosed to 
unauthorized individuals or entities as stated in the provisions of the information Practices 
Act, Civil Code Sections 1798 through 1798.78. This information includes documents 
received by the employee for benefits and payroll as well as information maintained in the 
Activity Based Management System (ABMS) and Project, Accounting and Leave (PAL) 
system. 
 
For detailed information regarding the information Practices Act, go to the official California 
Legislative Information website at www.leginfo.ca.gov/calaw.html. 

i 
 

http://www.leginfo.ca.gov/calaw.html
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Appointment Types 

 
This Manual Section  

 
• Identifies the various types of appointments  
• Provides a brief description of each type of appointment 
• Explains the TAU appointment process including the Attendance Clerk’s 

responsibilities in the recruitment process 
   

Note: Persons new to State service are appointed from open examination lists; Current 
State employees’ movement may be possible through another appointment procedure such 
as promotions, transfers, demotions and/or reinstatements.  
 

 
This chapter contains the following topics: 

 
Topic See Pages 

Promotions 2 
Transfer 2 
Voluntary Transfer 3 
Involuntary Transfer 3 
Demotions 4 
Training and Development (T&D) 4 
Out of Class Assignments (OOC) 4 
Career Executive Assignments (C.E.A)  4 
Exempt 5 
Temporary Authorization Appointments (TAU) 5 
Limited Exam Appointment (LEAP) 5 
Emergency 5 
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Types of Appointments Continue 

Promotion 
 
“Promotion” means the appointment of an employee to a position in a different classification 
with a higher salary range, unless the appointment is by transfer (see Government Code 
Section 18525.3).  Promotions occur when:  
 

• Movement to specialist and supervisory/management classifications 
• Does not have to be movement within a series 
• Increase in salary 10% or greater 
• Appointment from a list 

 
“Promotion-in-place” applies when: 
 

• No true vacancy exists 
• There is no change of position, assignment, or supervisory/subordinate 

relationship 
• The promotion is clearly identified as typical in cases where the employee is 

to move to the next higher level in a class series 
• Applies when a working-level position is under-filled at a lower level for 

recruitment, training and development, and when the employee’s job 
performance and skill development support upgrade of the position to a 
higher level 

• Does not apply to movement to, from or between specialist or 
supervisory/management classifications 

• Entry to journey level list appointment 
 
 
Transfers 
 
A transfer is the appointment of an employee to another position in the same class or to a 
position in a different class that has substantially the same level of duties, responsibility, 
and salary and can be under the same or another appointing authority.  Transfers are 
discretionary on the part of management and can be either voluntary or involuntary on the 
part of the employee. 
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Type of Appointments Continue 
Voluntary Transfers 

 
Voluntary transfers are permissive situations that allow an employee to elect to move to a 
new job or classification within the same or a different department.  

 
• *Employees do not need to meet the minimum qualifications of the “to” 

classification in order to transfer. 
• The employee may be required to serve a new probationary period. 
• All transfers must be based on a permanent appointment, either  

probationary or permanent status (typically the employee’s highest  
                   permanent list appointment.) 

• A limited-term or temporary appointment cannot be used for transfer  
purposes. 

• An employee who has only been appointed on a permanent- 
intermittent basis can only transfer to a classification on an  

                   intermittent basis unless s/he meets the criteria to increase their time  
                   based or receives a list appointment to another time base. 

• Consecutive transfers shall not be permitted when their combined  
result would provide the employee with a promotion (salary of two  

                   steps or more) as this is contrary to the Constitution of the State of  
                   California. 
 

*NOTE: DGS has the discretion to set departmental policy to impose a transfer restriction 
as long as the restriction ties back to the minimum qualifications of the “to” classification.  
Therefore, DGS can require an employee to meet certain restrictions prior to transferring to 
the classification, such as meet the minimum educational requirements; pass a written test, 
etc. 

 
Involuntary Transfers 

 
Involuntary transfers occur when the movement of an employee is without his/her consent 
to a different classification and/or work location. 

  
These transfers are typically the result of budget or staff reductions and may require a 
department to move an employee into a new job, classification, and/or location because of 
layoff, position reassignment, reorganization, etc. Involuntary transfers must be made to a 
classification with substantially the same level of duties, responsibilities, and salary as the 
classification the employee is being involuntarily transferred from.  The involuntary transfer 
cannot result in a promotion. 

 
 
 
 
 
 
 

 

 3            Revised 07/2016 
 



DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
Type of Appointments Continue 
Demotions 

 
A voluntary demotion is a movement to a class with a lower salary range upon the request 
or concurrence of an employee. This is distinguished from an involuntary demotion, which 
is not at the concurrence of the employee and which may occur due to a rejection on 
probation, in lieu of layoff, or disciplinary action. 

 
A voluntary demotion may be: 

 
• Within the department 
• Between departments with the concurrence of the appointing department 
• Initiated by the employee  
• Initiated by management can only occur when both the employee and management   
 mutually agree. 

 
Employees may request a voluntary demotion.  The employee must submit his/her 
request in writing.  The written request must be in the employee’s own words with his/her 
signature stating the reason he/she is requesting the demotion.  

 
If the voluntary demotion moves the employee from a confidential, supervisory or 
managerial position to a represented classification, the employee must also include a 
statement acknowledging his/her understanding of the change or loss of benefits. 

 
Training and Development (T&D) 

 
T & D Assignments are used to broaden an employee’s skills and abilities in their present 
occupation, prepare them for careers in different occupational fields or improve their 
advancement potential.  Assignments are not to exceed two years and may be in the 
same or a different department. 

 
 

Career Executive Assignments (C.E.A.) 
                   

Career Executive Assignment (C.E.A.) is an appointment to a high level administrative 
and policy-influencing position within the State civil service in which the incumbent’s 
primary responsibility is the managing of a major function or rendering of management 
advice to top-level administrative authority.  Such a position can be established only in 
the top managerial levels of State service and is typically responsible for policy 
implementation and extensive participation in policy development. 
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Type of Appointments Continue 

Exempt  
 
Employee is appointed or elected to State government positions without competing in an 
examination.  The same rules and regulations as civil service employees do not bind 
exempt appointees 

 
Temporary Authorization Appointments (TAU) 

 
Temporary Authorization (TAU) is an appointment made when an appropriate employment 
list is not available. No person may serve in one or more positions under temporary 
appointment longer than nine (9) months in twelve (12) consecutive months. 

It is the policy of the DGS that the use of temporary authorization utilization (TAU) 
appointments shall be considered only after all other options have been exhausted. TAU’s 
must be approved in advance of appointment.  
 
Important! TAU recruitments must be reviewed and conditionally approved by the 
Selections Unit Manager prior to the interview process. 
 
Limited Exam Appointment Program (LEAP) 

 
LEAP is an alternative selection program for persons with disabilities. The State 
Personnel Board (Board) established the program on January 1, 1989 pursuant to 
Government Code, Section 19240 et seq. It is designed to minimize the adverse impact of 
the traditional selection process by providing an alternate means of assessing the 
qualifications and skills of job applicants with disabilities. LEAP facilitates the recruitment of 
applicants with disabilities to provide departments with qualified referrals for selected job 
classifications. 
 
Emergency  
 
Emergency appointments provide flexibility for responding to staffing needs that are urgent, 
unusual and/or short term that cannot be met through the civil service appointment 
process.  Emergency appointments may respond to true emergencies such as fire or flood, 
or fill temporary vacancies in established positions.  They are limited to 60 working days in 
a 12-month period. 
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Appointment Tenure & Time Base Information 
 

     This Manual Section 
 

 
• Tenure identifies the length of the contract or appointment between the employee           
      and the hiring agency under which the employee is serving 

 
 

• Time base defines the amount of time an employee is required to work during a    
      specific time period 
 
 

This section contains the following topics: 
 

Topic See Page 
Tenure Types 8 
Permanent Appointment 8 
Permanent Intermittent (PI) 8 
Limited Term 9 
Temporary Authorization Appointment (TAU) 9 
Retired Annuitant 9 
Career Executive Assignments (C.E.A.) 10 
Emergency Appointment 10 
Time Base 11 
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Tenure 

This section describes “tenures” and employee status in civil service and refers to the rights 
and privileges that employees gain from successful competition in an examination. 
 
The term ‘status’ is usually applied only to permanent or probationary employees or, in 
some cases to other types of employees who have previously had permanent or 
probationary status.  Employees gain status rights in classifications rather than positions, 
since a civil service examination covers all of the positions within a class. 
 
Employees serving under limited term or temporary authorization appointments do not 
acquire status in a position or class from such appointments. However, such service 
maintains the continuity of State service and, thereby, preserves previously acquired status 
rights. 
 
Tenure Types 
 
Tenure identifies the length of the contract between the employee and the hiring agency.  
The following are tenures used in State service: 
 

• Permanent Appointment 
• Permanent Intermittent (PI) 
• Limited Term 
• Temporary Authorization Appointment (TAU) 
• Retired Annuitant 
• Career Executive Assignments (C.E.A.) 
• Emergency Appointment 

 
 
Permanent Appointment 
 
A permanent appointment is defined as an employee who has been certified and appointed 
from an employment list to a permanent position, or has been reinstated after resignation, 
or has been transferred or demoted but who has not completed the probationary period.  
Probationary periods are only served for permanent appointments. 
 

Permanent status is attained by an employee through completing the probationary period 
for the position serving. 
 
Permanent Intermittent (PI) 
 
Intermittent employees are contacted on an “as needed” basis.  They are not guaranteed 
any specific hours.  PI may work up to a maximum of 1500 hours in a calendar year (Jan 1 
– Dec 31) and shall not be used to fill full time or part time positions. 
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Tenure Continue 
Limited Term (LT) 
 
Limited Term appointments are made from civil service employment lists, by reinstatement 
or transfer, for periods of up to two years to meet various limited term staffing needs.  
Limited term appointments are distinguished from permanent and probationary 
appointments by the fact that they are made for a limited duration and do not confer civil 
service employment rights beyond the specified time period.  In addition, limited term 
employees have substantially less tenure protection than permanent or probationary 
employees. 
 
Temporary Authorization Appointment (TAU) 
 
A Temporary Authorization appointment (TAU) is an appointment made in the absence of 
an appropriate employment list and cannot exceed nine months in any 12 consecutive 
month periods.  The nine-month period may be computed on a calendar or actual time 
worked (ATW) basis.  ATW is defined as 194 days in twelve consecutive months.  Per 
State Personnel Board interpretation, employees in the Graduate Student Assistant, 
Student Assistant, and Youth Aide classes may work on an actual hours worked basis to a 
maximum of 1,500 hours in a 12 consecutive month period regardless of the number of 
days they have worked. 
 

A temporary appointee shall not acquire any probationary or permanent status and time 
spent under temporary appointment shall not contribute to the probationary period if the 
appointee is subsequently successful in an examination and is certified and appointed to 
the position. 
 
Retired Annuitant (RA) 
 
A retired annuitant, as defined by Government Code Section 20012, is a former employee 
of either the State or other public agency that contracts with the Public Employees 
Retirement System (PERS) and who is receiving a retirement allowance.  However, only a 
former employee of a State agency may be appointed. 
 
Retired employees can be hired temporarily without a reinstatement from retirement or loss 
of or interruption of benefits.  Retired employees who are appointed under these conditions 
are called Retired Annuitants. 
 
Length of appointment for RAs 
 
Retired annuitants should be considered for short term intermittent or temporary work.  This 
hiring option provides an experienced employee who can assume the full range of duties 
with no training. 
 
A retired employee may be employed (without reduction in retirement benefits) for no more 
than 960 hours per fiscal year (July – June).   
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Tenure Continue 

 
Career Executive Assignments (C.E.A.) 
 
CEAs are State employees in high-level managerial positions. CEA employees:  
 

• Develop and implement policy 
• May serve in a department Director’s cabinet or from a department’s executive 

staff 
• Serve at the top levels in a department (first or second levels for small 

departments, top three for medium-sized departments, top four for large 
departments  

 
Emergency Appointment 
 
Emergency appointments allow the appointing powers (DGS) to hire staff for short periods 
without respect to employment lists to:  
 

• Respond to true emergencies such as fire or flood 
• Perform unusual, short duration work (30 days or less) or  
• Fill temporary vacancies (20 to 60 days) in established positions in accordance to 

State Personnel Board rules 
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Time Base 
 
Time base designates the amount of work time to which the employee is appointed and 
entitled to receive compensation. The employee must have eligibility to the time base of the 
position which he/she is transferring to or applying for. 
 
Full-Time 
 
Is an appointment in which the employee is to work the amount of time required for the 
employee to be compensated at a full time rate. 
 
 
Part-Time 
 
Is an appointment where the employee is to work a specific fraction of the full time 
schedule. The employees are paid on a negative payroll but work in a part time basis; 1/2, 
3/4, 4/5, as well as other fractional time bases. The number of hours required to work for 
each pay period is based on the fraction assigned to the employee’s position. 
 
Intermittent 
 
Intermittent time base is irregular or recurring hourly employment that is less than full time.  
It is used to provide a trained workforce available on an “on-call” basis.   Intermittent 
employee’s tenure may be TAU, LT or permanent.    
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Reinstatements 
This Manual Section 
 

• Identifies the different types of reinstatements 
• Provides information regarding the reinstatement process 
• Describes the Attendance Clerk’s responsibilities when an 

employee is reinstating or is exercising his/her return rights to a 
position in their prior classification  

 
 
This section contains the following topics: 
 

Topic See Page 
Mandatory Reinstatement 14 
Permissive Reinstatement 15 
Reinstatement from Military Leave 16 
C.E.A. Reinstatement Rights 16 

  
 
In order to be reinstated to a full-time position, the applicant must have had prior 
employment on a full-time permanent basis in the class (or related class) to 
which he/she wants reinstatement. 
 
An applicant whose prior employment was on a full-time basis may be 
considered for full-time, part-time or intermittent work. 
 
A permanent intermittent or part-time employee who has not been appointed on 
a full-time basis prior to his/her resignation may be considered only for either 
intermittent or part-time employment. 
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Types of Reinstatements 

Mandatory reinstatement 
 
A mandatory reinstatement right entitles the employee to return to his/her former position 
with all of the status and rights that he/she had before vacating it.  To have mandatory 
reinstatement rights, the employee must be in a circumstance covered by a reinstatement 
statute and meet all of the legal requirements specified for that particular type of 
reinstatement (e.g., prior status in general civil service). 
 
Mandatory Reinstatement applies only to a permanent employee, or an employee who 
previously had permanent status and who, since receiving permanent status, had no break 
in service due to a permanent separation. Mandatory reinstatement applies to employees 
who are: 
 

• Employees returning form training and development assignments, terminated from a   
    temporary or a limited term appointment with prior permanent civil service status;  
• Rejected during probation, with prior permanent civil service status; 
• Demoted from a managerial position provided all of the conditions required are met 

 
 
Mandatory Reinstatement also applies to permanent employees who are returning from an 
approved leave of absence. These special leave types are as follows: 
 

• Leave of Absence 
• Non-Industrial Leave  
• Worker’s Compensation 
• Military Leave 

 
 
Mandatory reinstatement after a Leave of Absence 
 
The employee has absolute right of return to his/her former classification in the same 
geographical location after a leave of absence.  However, the employee may request 
reinstatement in a different location, reporting unit or section.  At the department’s 
discretion, this written request should be submitted through the appropriate channels to 
OHR. 
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Reinstatements Continue 
 
Permissive reinstatement 
  
Permissive reinstatement is a privilege and not a mandatory right, which allows a former 
employee the opportunity to be re-employed without having to re-compete in an 
examination.  An eligible person may reinstate with any department to his/her former 
classification, a lower class in the same series, or to other class to which the employee 
could transfer or demote in accordance with CalHR rule. 
 
An appointing power, (DGS) may, in its discretion, reinstate any person having 
probationary or permanent status who has separated from his or her position by: 
 

• Voluntary resignation 
• Service retirement 
• Termination from a limited – term appointment, temporary, C.E.A. or exempt   
    appointment  
• Lay off 
• Demoted in lieu of layoff 
• Automatic resignation 

 
Employee responsibilities 
 
Because a permissive reinstatement is a privilege and not a mandatory right, it is 
necessary for an individual seeking reinstatement to locate a vacancy and apply for the 
position.  CalHR does not provide a listing of vacant positions and it is not possible to place 
the person’s name on any eligible list.  However, a person may access CalHR’s website for 
a complete listing of vacancies by visiting: www.calhr.ca.gov 
 
Attendance Clerk responsibilities 
 
When an employee is reinstating or exercising his/her right of return to a position in their 
prior classification, the Attendance Clerk must do the following: 
 

If employee is 
returning after 

AC must notify 
the PS. 

ABMS entry 
required? 

RPA required? 

Leave of Absence 
(LOA) 

Yes No No 

Rejection on Probation Yes Yes Yes 
Worker’s 
Compensation 

Yes No No 

Military Leave Yes No No 
Resignation or service 
retirement 

Yes Yes Yes 

Termination of a 
Limited Term, 
Temporary or C.E.A. 
appointment  

Yes Yes Yes 
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Reinstatements Continue 
 
Reinstatement from Military Leave 

 
Following the completion of military leave the employee must contact their supervisor and 
their Personnel Office upon release from active duty to request reinstatement. The table 
below identifies the time limits for reinstatement: 
 

Employee 
Status 

Military 
Leave Type 

Length of 
Military 
Leave 

Time Limits for 
Reinstatement  

Limited Term or 
Temporary 

Short term 30 days or 
less 

10 calendar days or within 30 
days after any rehabilitation 
period 

  30 days not 
to exceed 
180 days 

14 calendar days or within 30 
days after any rehabilitation 
period 

Permanent or 
Probationary 

 Less than 
30 days up 
to 180 days 

14 calendar days following any  
rehabilitation period   

Permanent, 
Probationary or 
Exempt  

Long term 6 months 
not to 
exceed 5 
years  

6 months 

Limited Term or 
Temporary  

Emergency Various  10 calendar days or 30 
calendar days after the end of 
the State military emergency 
ordered by the Governor 

Permanent or 
Probationary  

 Various 14 calendar days or 30 
calendar days after the end of 
the State military emergency 
ordered by the Governor 

 
 
C.E.A. reinstatement rights 
 
An employee terminated from a C.E.A. shall be reinstated to his or her former position 
unless the employee elects to be appointed to another position, offered by the appointing 
power, for which the employee is eligible.  
 
Employee’s will either (1) have no prior permanent civil service status; or (2) have prior civil 
service permanent status and since that status have had a break in service due to a 
permanent separation, is entitled to return to their former position. 
 
C.E.A. return rights are dependent upon the length of State service, length of C.E.A. 
service, and departmental vacancy status.  An incumbent that is terminated from a C.E.A. 
must request reinstatement within 10 calendar days of the date of the termination notice. 
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Appointment Process 
This Manual Section 
 

• Explains the appointment process 
• Identifies the Attendance Clerk’s responsibilities in the appointment process 

 
 
This section contains the following topics: 
 

 Topic  See Page 
Attendance Clerk Responsibility 18 
Pre-Employment Guide 19 
Appointment Document Checklist 20 
Pre-Employment Package 23 
Verification of Social Security Number  24 
Federal Employment Eligibility Verification I-9  26 
Medical Clearances 33 
Conflict of Interest 47 
Hire above the Minimum Request (HAM) 50 
Prior to Start 52 
New Employee Set Up 54 
Date of Appointment Documents 58 
ABMS – Quick Employee Entry   60 
Application 62 
Employee Action Request (EAR) 63 
Oath of Allegiance 71 
Oath of Office 74 
State Employee Disability   77 
State Employee Race/Ethnicity Questionnaire 78 
CalPERS Members Reciprocal Self-Certification Form 80 
Designation of Person Authorized to Receive Warrant 83 
Emergency Information/Physician Designation  85 
Incompatible Activity Statement 87 
Military Service Declaration 89 
Employee Asbestos Notification  91 
Anti-Discrimination Policy   93 
Sexual Harassment Memo 95 
Union Information Package 97 
Health/Dental/Vision 97 
Affordable Care Act (ACA) 98 
Dependent Eligibility Verification Checklist 103 
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Appointment Process 
 
The Appointment Process is the method used to fill vacant positions.  A Request for 
Personnel Action (RPA) is initiated by your office’s Personnel Liaison and approved by the 
Classification and Pay Analyst in the Office of Human Resources assigned to your unit. 
 
Attendance Clerk responsibility 
 
Once approval is received from the Classification and Pay (C/P) Analyst, your 
responsibilities will be to coordinate the Pre-Employment Package and Date of 
Appointment Package the employee is required to complete.   
 
You will forward both packages within each of their time frames to your Personnel 
Specialist (PS) in the Personnel Transactions Unit (PTU) in the Office of Human Resources 
(OHR).  Refer to Pre-Employment Documents and Date of Appointment Documents for 
guidelines on completing each required form. 
 

Pre-Employment  Date Of Appointment  
• Provide the employee with   

the Pre-Employment 
documents and advise that 
the documents must be 
completed in ink. 

 

• Review all documents for 
thoroughness, accuracy and 
clarity. 

 

• If Medical Examination Report 
is required, make 
appointment for employee 
with the designated physician.  
(The physician will forward the 
Medical Examination to your 
PS.) 

 

• Submit the Pre-Employment 
Package with all original 
documents signed and 
completed to your PS prior to 
the employee’s first day of 
work. 

• Complete the Appointment Document   
Checklist (DGS OHR 70). 
 
https://www.apps.dgs.ca.gov/StatewideFor
msWeb/Forms.aspx 
 

 

• Provide the employee with the required 
appointment documents and have her/him 
complete the documents either in ink or 
typed. 

 

• Review all documents for thoroughness, 
accuracy and clarity. 

 

• Before submitting the completed Date of 
Appointment Package to PTU: 

 

o If employee is new to State service or a    
     transfer from another agency, enter    

           new employee into ABMS through       
           Quick Employee Entry. 
 

o If employee transfers within DGS and   
            supervisor of employee has changed,   
            enter correct supervisor into PAL. 
 

• Submit the Date of Appointment Package 
with all original documents signed and 
completed to your PS within 5 working days 
after the effective date of appointment. 
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DGS Pre-Employment Guide 
Employees who are responsible for maintaining records that contain personal information 
shall take all necessary precautions to protect the confidentiality of records containing 
personal information and to assure such records are not disclosed to unauthorized 
individuals or entities. 

The Pre-Employment Document Samples and Guidelines section includes samples of the 
documents, an overview of each form, where to obtain the forms and Instructions on 
completing the required documents needed to appoint the employee. 

The forms are samples only and shall not be reproduced.  It is recommended Attendance 
Clerks keep a supply of forms.  PTU does not provide copies. 

The guidelines are intended for use under normal operating circumstances.  Other 
circumstances may arise that, in management’s judgment, require a different approach.  
We reserve the right to take a different course when we believe it to be appropriate. 

Purpose 
 
The purpose of pre-employment clearance documents is to ensure that all appointees to 
and employees in the State civil service shall possess the general qualifications of integrity, 
honesty, sobriety, dependability, industry, thoroughness, accuracy, good judgment, 
initiative, resourcefulness, courtesy, ability to work cooperatively with others, willingness 
and ability to assume the responsibilities and to conform to the conditions of work 
characteristic of the employment, and a state of health, consistent with the ability to perform 
the assigned duties of the class. 
 
The Pre-Employment Package must be approved and submitted to PTU prior to the 
employee’s first day of work.  Failure to obtain the approvals may result in an illegal 
appointment. 
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DGS Pre-Employment Guide Continue 

Appointment Document Checklist 

The Appointment Document Checklist (DGS OHR-70) is a two-sided document you may 
use as a guideline while coordinating required Pre-Employment and Date of 
Appointment documents for the employee to complete depending on the appointment 
type. 
 
The completed Appointment Package must be submitted to PTU within 5 working days 
after the employee’s date of hire.  A delay in submission may delay the employee receiving 
a pay warrant and benefits. 

Requirements 
 
The Appointment Package consists of the Date of Appointment Document Checklist and 
the required documents needed to process the employee’s appointment. 
 
The Appointment Checklist is required for: 
 
• New hires to State service 
• Reinstatements from permanent separations 
• Transfers from another State agency 
• Intradepartmental transfer within DGS when there is a position number change   
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DGS Pre-Employment Guide Continue 
 
Sample of DGS OHR 70 (Front) 
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Sample of DGS OHR 70 (Back) 
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DGS Pre-Employment Package 
DGS Policy 
It is the policy of the DGS, in accordance with State civil service laws, rules, and policies, to 
require completion and submission of pre-employment clearance documents prior to the 
effective date of appointment (acceptance of a job offer and prior to first day of work). 

The Pre-Employment Package 
 
The following table identifies the documents required prior to an employee's first day on the 
job: 

YES:  Required            NO:  Not Required                   Asterisk (*):  See Comments 

Appointment 
Document/ 

Form Number 

New to 
State 

Service 

Reinstatement Transfer 
from 
Other 
State 

Agency 

Transfer 
Within 
DGS 

Comments 

Verify Social 
Security Number 

YES NO NO NO https://www.ssa.gov/employer/ssnv
.htm 

 
Employment 
Eligibility 
Verification Form 
I-9 

YES* YES* NO NO EE will not be allowed to work until 
I-9 received 
http://www.uscis.gov/files/form/i-
9.pdf 

Health 
Questionnaire 
(STD 910) 

YES* YES* YES* YES* EE will not be allowed to work until 
form is received and approved; 
required for all classes including 
those classes that require a 
medical examination. 

Medical 
Examination, 
with physicians 
report (STD 610) 

YES* YES* YES* YES* EE will not be allowed to work until 
form is received and approved; 
refer to Medical Clearance section 
of this manual for a list of classes 
requiring a medical examination. 

Conflict of 
Interest Form 
700 

YES* YES* YES* YES* Prior to appointment for designated 
positions, it is suggested that the 
form be completed at the time of 
the job offer to ensure the potential 
employee complies with the 
requirement of the position.  If the 
employee declines to comply with 
the requirements of the position, 
the second best qualified candidate 
may be offered the position.  Form 
700 is dependent on the type of 
hire. 

Hire Above 
Minimum 
Request (HAM) 
OHR -906  

YES* YES* YES* YES* Your assigned OHR Personnel 
Analyst must approve the HAM 
prior to committing to the 
candidate.  It cannot be requested 
and approved after a candidate 
accepts employment.   
(If applicable) 
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Verification of Social Security Number 
The Attendance Clerk (AC) is responsible for verifying the Social Security Numbers of all 
employees hired new to State Service. Verification of the Social Security number is 
completed only if an employee does not provide a social security card. Verification must be 
conducted prior to the verification of the I-9. This is critical to ensure the employee is 
eligible to work in the State of California and to ensure we do not make illegal hires.  

The AC will access the Social Security Number Verification System (SSNVS) by going 
online to register for authorization at the following website: 
https://www.ssa.gov/employer/ssnv.htm  

It will provide instructions to register staff in the SSNVS. 

Important: Remember, the SSN is CONFIDENTIAL and it is not to be shared or sent through 
email. 

Registration Process 

 Once on the website, click on “register” button 
 Read the User Registration Attestation, then click on the “I accept” button 
 Create a login by completing all the fields with Personal information, then click “next” 
 Create your password, the password must be exactly 8 characters and must contain at least 

one letter and one number 
 

*Note: do not use your registration identification or your employer identification number (EIN). This is 
your own personal password. 
 

 Complete all five security questions then click “next” 
 Review your account information to ensure everything is correct and certify the information 

by clicking “I accept” then “submit” 
 Print your User ID and click “next” 
 Check the box that says “SSA Services Suite for Employers” then click “next” 
 Click on the link to “add your employer information” 
 Scroll to the bottom of the page and click “I accept” this will take you to the page to add your 

EIN 
 Check the circle for “I have an SSN and I am an employee of a business or organization that 

has an EIN” 
 In Employer Identification Number (EIN) box enter 946001347 
 Click “Look-Up Name 
 Click “Submit Employer Information” 
 To verify the SSNVS you will require an Activation Code, which you will receive form the 

Transaction Analyst. This takes approximately two to three weeks to receive 
 When activation code is received, the AC will go login to the SSNVS at 

https://www.ssa.gov/employer/ssnv.htmClick on the “Log in” button. Complete user ID and 
password 
 

*Note: Activation code is only valid for 10 days so it is vital that you log into the SSNVS as 
soon as possible and activate your account. 
 

 Read user certification, check the box certifying that you have read and agree to the terms, 
then, click on the “Log in’ button. This will take you to the main menu where you will select 
“Enter Activation Code” 

 Enter the activation code in the box and click on the “Activate Services” button. You will 
receive a confirmation informing you that “You have successfully activated SSNVS” 

 “Go to the Mani Menu” button, this will take you where you can click on “Social Security 
Number Verification Service” 
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Verification of Social Security Number Continue 
Registration Process Continue 

 Select from the following actions: 
 

 Request Online SSN Verification 
 Submit an Electronic File for SSN Verification 
 View Status and Retrieval Information 
 View Social Security Number Verification Service 

 

 Select View Social Security Number Verification Service Handbook, this will allow you to 
review additional information on submitting files to Social Security for verification and 
retrieving the results of the submissions 

User ID(s) and password(s) are confidential and are not to be shared. Only authorization 
individuals may register and use this system.  

For security purposes passwords must be changed every 90 days by logging into the 
SSNVS and clicking on “Change password” button, you will then type in the following: 

• Enter current password 
• Enter new password 
• Confirm new password 

Go to the bottom of the page and click “Change Password” button. Once this is done you 
will receive a message stating “Your password has been successfully changed”. Your 
password will remain valid until the date specify. 

Verify New To State Employee’s Social Security Number  

The AC will access the SSNVS by going online https://www.ssa.gov/employer/ssnv.htm 
Complete user ID and password. 

You will be asked to provide the Employer’s Name and Identification Number (State controller, 
State of California – 946001347), then you will be asked to provide the following: 

• Social Security Number 
• First name, middle name (if applicable), last name, suffix 
• Date of birth 
• Gender  

When verification is complete the system will allow you to print the verification page. Print the 
verification page and forward it with your new hire package to your Personnel Specialist. Verifying 
the social security number is required prior to the employee’s state date.  

Important: Remember, the SSN is CONFIDENTIAL and is not to be shared or sent through 
email. 
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Federal Employment Eligibility Verification (I-9) 
The US Immigration Reform and Control Act (IRCA) of 1986 states that employers should 
hire U.S. citizens or aliens authorized to work in the United States.  The law requires 
employers to verify employment eligibility of all persons hired.  The Form I-9 is a Federal 
Immigration and Naturalization form and is available in  English (I-9) and in Spanish (I-9). 
 
A new employee will not be allowed to work until PTU has received the completed I-9 
Form. 
Mandatory procedure the employer must follow: 

Required: Not Required: 
• All new hires to State service • Transfers from another State agency 
• Permissive reinstatements • Mandatory reinstatements    

       (e.g., return from NDI leave ) 
• Retired Annuitants • Promotions 
 • Demotion 

 

Attendance Clerk responsibilities 

The Form I-9 is part of the Pre-Employment Package.  It shall not be completed until after a 
commitment to the employee has been made and before the employee’s first day of actual 
work.  
 
The original Form I-9 is filed in the employee’s OPF in a sealed envelope. 
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Federal Employment Eligibility Verification (I-9) Continue 
Sample of I-9 
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Federal Employment Eligibility Verification (I-9) Continue 

Sample of I-9 Continue 
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Federal Employment Eligibility Verification (I-9) Continue 

 

NOTE: Examine one document from “list A” OR examine a combination of one document from each “list B 
AND list C”.  
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Federal Employment Eligibility Verification (I-9) Continue 

Completion of I-9 Form 
 
The I-9 is a five part document which consists of the following: 
 
1. Instructions on I-9 completion 
2. Updating, Filing Fee, Form Information, Photocopying/Retention Information and     
           Privacy Act Information 
3. Paperwork Reduction Act Information 
4. Form I-9 
5. List of Acceptable Documents (for Identification Purposes) 
 
The Form I-9 contains two sections.  The employee will complete Section 1 and provide 
required original document(s) to establish identity and employment eligibility.  You may 
complete Section 2 and verify documents for authenticity and validity.   
It may be typed or use a ballpoint pen.  Do not use a pencil. 
 
Refer to List of Acceptable Documents for Form I- 9 Verification, for examples of 
acceptable documents for I-9 purposes.  The employee must present either: 
 
• One document from List A  
OR 
• One document from List B and one document from List C.  
 
ALL documents must be UNEXPIRED. In some instances, a document that appears to be 
expired may be acceptable if the expiration date shown on the face of the document has 
been extended.  
 
Submit original Form I-9 with copies of attachments to your PS with the Pre-Employment 
Package. 
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Federal Employment Eligibility Verification (I-9) Continue 

Completion of I-9 Form 

 
 

 

Employee 
 

 

Attendance Clerk 
Complete Section 1 and 
provide:  
 
• Name 
 
 

• Other Name Used  
(if applicable) 
 

• Street Address, City, 
State and Zip Code 
 

• Date of Birth 
 

• Social Security Number 
 

• Email Address and   
             Phone number (Optional) 

 
• Citizen Information: 

employee must check 
one of the four boxes 
identifying residential 
status in the United 
States. 
 

• Employee’s signature  
 

• Date 
 

 

Complete Section 2, Employer Review and Verification. 
 
Employee must present one document from List A OR 
one document from List B AND one document from List C 
 
Do not specify which document(s) the employee may present 
form the list.  
 

• Verify the validity of the document. 
 
If there are expiration dates on the original document, 
temporary license, or a receipt from Social Security 
Administration, you shall: 
 

- Make a note to check for renewed   
                   identification, original driver’s     

                           License or Social Security Card. 
 

- Note on original Form I-9 a corrected I-9 
shall be forthcoming. 

 
• Enter the employees first day of employment. 

 

• Sign and date the certification as the Authorized 
Representative for the employer. 
 

• Employers Business or Organization Name and 
Address, City, State, Zip Code. 
 

• Photocopy employee’s identification papers and attach 
to original Form I-9. 

 

• Submit original Form I-9 with attachments to your PS 
with the Pre-Employment Package. 
 

The person who examines the documents must be the same 
person who signs section 2. The examiner and the employee 
must be both present during the examination of documents. 

 
 
 
Complete Section 3 Updating and Re-verification. 
 
Enter the following if updating or re-verifying: 
 

• Name: First, Middle Initial 
• Date of Rehire: Month/Day/Year 
• New or updated document authorizing person to work 

 
 Document Title 
 Document # 
 Expiration Date (if any) 

 
• Signature and Date 

 

 

 
Preparer and /or Translator 

Certification 
________________________________________________________________________________________ 

 
• Signature 
• Print Name 
• Street Address 
• Date/sign 
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Federal Employment Eligibility Verification (I-9) Continue 

Updating the I-9 Form 

The form I-9 must be updated whenever: 
 

• A receipt from the Social Security Administration is presented in lieu of an actual 
Social Security card.  The employee is allowed 21 days to present original Social 
Security card.   

 
• A Temporary Driver’s License has been used to identify employee.  The employee 

shall be advised to provide the original upon receipt, usually within 60 days. 
 
• The employees’ employment eligibility documents expire.  Example of such 

documents: foreign passport, INS employment authorizations and reentry permits. 
 
When the employee has provided the necessary document(s) required for updating the 
Form I-9, you may review for validity.  If it appears to be genuine, complete a new I-9 noting 
that it has been updated and copy required documents.  The updated Form I-9 and copies 
of required documents is forwarded to PTU. 
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Medical Clearances  
Medical Clearance (1 of 2) Essential Functions Health Questionnaire (Std. 910) and 
Health Questionnaire (STD 610) 

The Americans with Disabilities Act (ADA), in compliance with AB 2222, requires state 
departments to provide reasonable accommodation to individuals with a medical condition.  
Therefore, it is necessary for duty statements to identify and describe the essential 
functions, required knowledge, skills, and abilities, and work environment for all positions.  
“Essential functions” refer to the basic job duties of the position that the incumbent must be 
able to perform with, or without, reasonable accommodation. 

Requirements 

Before an employee may begin the duties of a civil service position, certain conditions of 
employment must be met.  One of the requirements of employment is a medical clearance.  
There are two types of medical clearances: 
 
• Essential Functions Health Questionnaire STD 910 
• Health Questionnaire (with Physician's Report) STD 610 
          (Only Required for Certain Classifications) 
 
Health questionnaires are mandatory and must be completed and submitted. The STD 610 
must be approved prior to appointment.  
 
When making a firm job offer, the hiring supervisor shall provide the prospective employee  
with a copy of the Essential Functions Health Questionnaire (STD. 910) and/or the Health 
Questionnaire with Physician's Report (STD 610 if applicable) along with the Physical 
Requirements of Position form and Essential Functions Duty Statement, when a firm job 
offer is made. The Medical Clearance must be approved in advance of the appointment.  
 
* The prospective employee must be advised not to terminate their current employment or 
make a change in their residence until their Health Questionnaire or Medical Clearance is 
approved.   
 
Completion of the STD 910 and/or STD 610 is mandatory if the classification the applicant 
is applying for requires the Health Questionnaire STD 610, then it is part of the Pre-
Employment package.  
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Medical Clearances Continue 
 
Sample of Health Questionnaire STD 910 (Front) 
Form is available at: www.osp.dgs.ca.gov. 
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Medical Clearance Continue 

Sample of Health Questionnaire STD 910 (Back) 
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Medical Clearances Continue 

Completing the Essential Functions Health Questionnaire (STD 910) 

Attendance Clerk   
Completes the:  

Applicant / Employee Completes  
the:  

 

• Applicant Information 
 
o Enter Applicants name, 

social security number, 
gender, address, telephone 
numbers, classification and 
department name. 

 

 

• Applicant’s Certification of Essential 
Functions 
 

o Applicant will check the applicable 
box. 

 

• Contact Information 
 

o Enter the applicable 
information. 

 

• Reasonable Accommodation 
 

o Applicant lists a reasonable 
accommodation for each essential 
function they are requesting. If 
applicable. 
 

 

• List of Essential Functions 
 

o Enter list of functions on the 
job from the current duty 
statement or attach it. 

 

• Request for Essential Functions 
Evaluation 
 

o If the applicant is unsure if they 
have a physical or mental limitation 
for any of the essential functions, 
they are to be listed within this 
section for authorization for the 
hiring authority to refer to CalHR to 
determine if the essential function 
can be performed with or without 
reasonable accommodation. 
 

 

• Acknowledgement 
 

o Supervisor will print his/her 
name, sign and date. 

o Personnel Officer will print 
name, sign then date. 

 

 

• Acknowledgment 
 

o Applicant will print his/her name, 
sign and  date 
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Medical Clearances Continue 

List of Classifications that Require STD 610  

The following table lists the various classifications that require a STD 610, based on 
language contained in the classification specification, in alphabetical order. 
 
List of  
classes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Class Title Class Code 
Assistant Chief, BPM 6666 
Assistant Civil Engineer 3126 
Associate Civil Engineer 3123 
Associate Industrial Engineer 3584 
Associate Industrial Hygienist 3856 
Associate Mechanical Engineer 3582 
Automobile Mechanic 6851 
Automotive Pool Attendant I 6898 
Automotive Pool Attendant II 6897 
Automotive Pool Attendant III 6894 
Associate Printing Plant Superintendent 7222 
Bookbinder I 7404 
Bookbinder II 7402 
Bookbinder III 7401 
Bookbinder IV 7399 
Building Maintenance Worker 6215 
Carpenter I 6476 
Carpenter II 6475 
Carpenter Supervisor 6470 
Chief Engineer I 6698 
Chief Engineer II 6695 
Construction Inspector I 4033 
Construction Inspector II 4032 
Construction Supervisor I 4031 
Construction Supervisor II 4030 
Construction Supervisor III 4029 
Custodian 2011 
Custodian Supervisor II 2002 
Custodian Supervisor III 2001 
Digital Composition Specialist I 7255 
Digital Composition Specialist II 7256 
Digital Composition Specialist III 7258 
Digital Print Operator I 1411 
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Medical Clearances Continue 

List of Classifications that Require STD 610 Continue 

List of  
classes 
(continued) 

Class Title Class Code 
Digital Print Operator II 1412 
Direct Construction Supervisor I 4036 
Direct Construction Supervisor II 4038 
Direct Construction Supervisor III 4045 
District Structural Engineer 3332 
Electrical Engineer1 3613 
Electrical Inspector II 4034 
Electrician I 6533 
Electrician II 6532 
Electrician Supervisor 6530 
Electronics Technician 6913 
Elevator Operator 2034 
Fire & Life Safety Officer I 4348 
Fire & Life Safety Officer II 4351 
Groundskeeper 0731 
Hearing Reporter 1229 
Heavy Equipment Mechanic 6834 
Heavy Truck Driver 6378 
Inspector of Automotive Equipment 6892 
Interagency Messenger 1697 
Junior Inspector of Automotive Equipment 6871 
Laborer 6223 
Lead Automobile Mechanic 6850 
Lead Custodian 2003 
Lead Groundskeeper 0725 
Lithographic Platemaker 7325 
Locksmith I 6642 
Mailing Machines Operator I 1779 
Mailing Machines Operator II 1780 
Mailing Machines Supervisor I 1459 
Maintenance Mechanic 6940 
Maintenance and Service Occupational Trainee 9992 
Materials and Stores Specialist 1506 
Materials and Stores Supervisor 1503 
Mechanical Engineer 3583 
Mechanical Inspector II 4037 
Mechanic's Helper 6837 
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Medical Clearances Continue 

List of Classifications that Require STD 610 Continue 

List of  
classes 
(continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  Class Title Class Code 
Mechanical and Technical Occupational Trainee 9993 
Office Building Manager I 6675 
Office Building Manager II 6673 
Office Building Manager III 6672 
Office Building Manager IV 6671 
Office Machine Service Technician 6782 
Office Machine Service Technician (Electronic) 6797 
Office Machine Service Technician Trainee 6785 
Offset Press Assistant 7335 
Painter I 6526 
Painter II 6525 
Painter Supervisor 6520 
Plumber I 6549 
Plumber II 6548 
Plumber Supervisor 6543 
Principal Structural Engineer 3330 
Printing Plant Machinist 7431 
Printing Trades Assistant I 7438 
Printing Trades Assistant II 7437 
Printing Trades Specialist II (General) 1499 
Printing Trades Specialist Trainee (General) 1485 
Restoration Supervisor I 6644 
Restoration Supervisor II 6647 
Restoration Work Specialist 6648 
Restoration Worker 6651 
Senior Civil Engineer 3120 
Senior Electrical Engineer 3600 
Senior Equipment Material Specialist 1542 
Senior Landscape Architect 3983 
Senior Inspector of Automotive Equipment 6855 
Senior Mechanical Engineer 3579 
Senior Telecommunications Technician 6910 
Service Assistant – Automotive 6917 
Service Assistant (Duplicating) 1484 
Service Assistant – Maintenance 9994 
Service Assistant – Warehouse and Stores 1510 
Sheetfed Offset Press Operator I 7327 
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Medical Clearances Continue 

List of Classifications that Require STD 610 Continue 

List of  
classes 
(continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Class Title Class Code 
Sheetfed Offset Press Operator II 7324 
Sheetfed Offset Press Operator III 7330 
Sheetfed Offset Press Operator IV 7329 
Skilled Laborer 6212 
Stationary Engineer 6712 
Stationary Engineer Apprentice (Four-Year Program) 6717 
Stock Clerk 1509 
Supervising Groundskeeper I 0719 
Supervising Groundskeeper II 0717 
Supervising Structural Engineer 3331 
Supervising Telephone Operator 1625 
Supervisor of Building Trades 6753 
Telecommunications Maintenance Supervisor I 6909 
Telecommunications Technician 6911 
Telecommunications Technician Trainee 6912 
Tree Maintenance Leadworker 0745 
Tree Maintenance Worker 0748 
Truck Driver 6381 
Warehouse Manager II 1500 
Warehouse Worker 6220 
Webfed Offset Press Operator II 7331 
Webfed Offset Press Operator III 7332 
Webfed Offset Press Operator IV 7333 
Window Cleaner 2037 
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Medical Clearances Continue 

Medical Clearance (2 of 2) 
Sample of Health Questionnaire (with Physician's Report) STD 610 Page 1 
Form is available at: www.osp.dgs.ca.gov.  
 
 
 
 
 
 
 

 

 
 41            Revised 07/2016 
 

http://www.osp.dgs.ca.gov/


DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
Medical Clearance Continue 

Medical Clearance (2 of 2) 
Sample of Health Questionnaire (with Physician's Report) STD 610 Page 2  
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Medical Clearance Continue 

Medical Clearance (2 of 2) 
Sample of Health Questionnaire (with Physician's Report) STD 610 Page 3  
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Medical Clearance Continue 

Medical Clearance (2 of 2) 
Sample of Health Questionnaire (with Physician's Report) STD 610 Page 4 
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Medical Clearance Continue 

Completing the Health Questionnaire (with Physician's Report) STD 610 

The Medical Examination Report (STD.610) is a four-page form completed by the 
Attendance Clerk, employee and physician designated by the Department who provides the 
examination.  

Medical Examination Report is required for classifications that require an approved medical 
examination as a condition of employment.  Refer to DGS’ Department Pay Scales to 
determine if the classification requires a Medical Examination.  The Footnote * (asterisk) 
will designate those classifications. 

It is crucial that the required sections are completed accurately and deadlines met to 
expedite the Medical Clearance Process.  The PL and/or AC will forward the original 
Medical Examination to CalHR to the Medical Officer for approval and will notify the OHR 
Transaction Manager when the approval is received. It is part of the Pre-employment 
package and shall not be held for submission with the Date of Appointment Checklist. 
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Medical Clearance Continue 

 
    Do not use a pencil when completing the form. 
 

Attendance Clerk Employee 
Schedule medical examination with designated 
physician. 
 
Advise the employee not to terminate their current 
employment or make a change in residence until 
approval is received. 
 
Complete the Hiring Agency Section on Pages 1, 2 & 
3 
 
IMPORTANT!  Include the RPA number and the 
Agency/Unit on top of the document. 
 
• Date job offer made 
 
• Applicant’s Social Security Number 
 
• Applicant’s name and address (also enter on page 

3) 
 
• Class title (also enter on page 3 along with the 

position number) 
 
• Check box for appropriate appointment type (also 

enter on page 3) 
 
• Desired appointment date (also enter on page 3) 
 
• Certification number (the Personnel Liaison will be 

able to provide from the RPA) 
 
• Current occupation  
 
• Agency name: (also enter on page 3) 

 

 Department of General Services (Followed by 
your office or client agency in parentheses) 

 
• Agency address: (also enter on page 3) 

 

 The Ziggurat, 707 Third Street, Suite 7-130 
West Sacramento, CA 95605 
ATTENTION:  Enter your PSS’ name 

 
 Telephone number: Enter your PSS’ phone 

number 

Employee shall complete the applicant’s area: 
 

• Birthdate 
 

• Male/Female 
 

• Height and weight 
 

• Complete items 1-43 
 

• Any “yes” questions answers must be 
explained on Page 2 

 
• Applicant’s signature in the two 

signature boxes 
 

• Date signed 
 

• Telephone number 
 
Employee will take the Medical Examination 
Report to the examination.  

Designated Physician 
 
The physician designated by the Department 
will complete page 3 by:  
 

• Completing items 1- 19 
 

• Sign name in item 19 
 

• REQUIRED: print name, address, 
telephone number 

 
• Physician’s taxpayer ID number 

 
• Date signed 
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Statement of Economic Interest (Form 700) 

The Department of General Services (DGS) is required by the Fair Political Practice 
Commission (FPPC) to maintain a Conflict of Interest Code.  The Conflict of Interest Code 
includes employee positions that involve the making or participation in the making of 
decisions that may foreseeably have a material effect on any financial interest, as set forth 
in subdivision (a) of section 87302 of the Government Code.  The FPPC prohibits officials 
at all levels from acting on matters in which they have an economic interest.  Public officials 
must disclose investments, interests in businesses and realty, and income which might be 
affected by their official actions.   
 
Types of Filing 
 
DGS employees in positions that are covered by the DGS Conflict of Interest Code are 
required to file; 1) newly appointed official or newly employed in a designated position, 2) 
an annual Statement of Economic Interests (Form 700) each calendar year covering the 
period of January 1st - December 31st, 3) when an official/employee leaves office; 
generally, the period covered is January 1, 20xx, (the calendar year the employee just 
completed) through the date the employee stopped performing the duties of their position. 
 
All DGS employees are responsible for reviewing the DGS Conflict of Interest Code and 
determining whether their position is listed in the Conflict of Interest Code and, if so, the 
disclosure category to which their position is assigned.   
 
For the full text of DGS’ current Conflict of Interest Code, including which positions are 
required to file Form 700s and their disclosure categories, please refer to OHR’s Personnel 
Operations Manual at the following link:  
http://www.documents.dgs.ca.gov/ohr/pom/CIPositions.pdf . 
 
An employee in a newly created position that participates in the making of decisions and 
whose specific position is not yet listed in an agency's conflict-of-interest code is required to 
file a Form 700 unless the department determines otherwise in writing. 
 
Forms must be submitted timely to allow sufficient time for DGS internal reviews and to 
avoid any FPPC fines that MAY apply to late submissions.  
 

• The employee has 30 days from the date they assume and/or leave office to 
complete and return the Form 700. 
 

• Late statements are subject to a late fine of $10 per day per position up to $100 for 
each day the statement is late. 

 
An amendment to a Form 700 may be filed at any time – there is no deadline.  A Filer may 
submit more than one amendment. 

Refer to the FPPC’s web site for information regarding the Fair Political Practices Act: 
http://www.fppc.ca.gov/ 
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Statement of Economic Interest (Form 700) Continue 

Attendance Clerk responsibilities  
 
The completed form must be signed and forwarded to the employees Supervisor.  After the 
review of supervisors, the Personnel Liaisons will forward these forms to the AC and then 
will be forwarded to the Conflict of Interest Filing Officer for review.  The original report will 
be filed in the employee’s OPF, and a copy in the Conflict of Interest Binder for public 
inspection. 
 
Completing the Statement of Economic Interest Form 700 

 

 
Personal Information Enter employee’s: 

Full legal name 
#1 Office, Agency, or 
Court (Do not use 
Acronyms) 

• Agency: (e.g., Department of General 
Services) 

• Division, Board, District:  your office’s name 
(e.g., Office of Procurement) 

• Your Position: position title If Filing For 
Multiple Positions: employee shall complete 
if necessary. 

 
#2 Office Jurisdiction • Check the box  “State” 

 
#3 Type of Statement • Assuming Office/Initial: check this box 

• Date: employee’s date of appointment 
 

#4 Schedule Summary Employee: will check the appropriate box(es) for 
Schedule(s) attached and list the total number 
of pages submitted (including the cover page). 

 
Note: If no Schedules are attached, list the 

total number of pages submitted as “1” 
and check the “None” box.  Do not advise 
the employee on completing this section. 

 
#5. Verification • Mailing address:  work address is preferred, 

but home address will be acceptable. 
• Daytime phone number:  Location where 

employee may be reached during the day if 
the statement is questioned. 

• Workplace e-mail 
 
Employee shall date and sign the verification. 
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Statement of Economic Interest (Form 700) Continue 
 
Sample of Statement of Economic Interest Form 700 
Form is available at: http://www.fppc.ca.gov 
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Hire Above the Minimum Request (HAM) OHR - 906 
The Department of General Services (DGS) has delegated authority to approve Hire-
Above-Minimum (HAM) requests and exceptions to the HAM criteria for extraordinary 
qualifications without prior review/approval by the California Department of Human 
Resources (CalHR), for all new State employees.  DGS is still required to submit HAM 
approval for a current State employee to CalHR in all cases.  All pay differentials (i.e., 
Recruitment and Retention, etc.) shall be included in the calculation for a HAM.   

Authority 

Government Code Section 19836 authorizes CalHR to allow payments above the minimum 
salary rate of a classification for the following reasons: 
 

 To obtain a candidate with a specific extraordinary qualifications. 
 Prospective candidate’s current salary must be above the minimum rate. 
 Recruitment difficulty. 

 
Warning: A HAM salary rate cannot be requested after an applicant accepts the job offer. 
Your assigned OHR Personnel Analyst must approve the HAM prior to committing to the 
candidate. 

 
The HAM is the responsibility of the Personnel Liaison within your office.  Questions 
regarding the HAM shall be directed to your Personnel Analyst.  
 
The HAM is included in the Pre-Employment Package. 
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Hire Above the Minimum Request (HAM) OHR – 906 Continue 

Sample of OHR 906 
Form is available at: www.osp.dgs.ca.gov. 
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Prior to Start Date 
Prior to the employee’s state date Supervisors and Managers are to follow the process 
detailed below for every new employee hired.  
Note: Attendance Clerks may be delegated to assist the Supervisor and/or Manager in the process. 

5 Days prior to Start Date: 
□ Fill out the “New EE Information” form and give a copy to the Personnel Liaison and 

Attendance Clerk. 
 

• Personnel Liaison will: create an RPA, set up a telephone, add the employee to the 
internal OHR phone number lists,  email the BSO for a cubicle name sign (if 
applicable) and set up a computer and let the manager know the computer name 
(OHRSMFxxxxxx). 

 
Note: Supervisors/Managers: You will need to know the computer name in order to fill out 
the electronic “Employee Information – Account Request” form. 

□ Provide a Copy of Employee’s Application to Attendance Clerk. 
 

• Attendance Clerk will enter information from the “New EE Information” form into 
ABMS-QEE-Quick Employee Entry.  This will automatically generate an HR-1 (HR 
Security Profile Request) 

 

o For Employees who requires access to ABMS and/or PAL for their assigned 
duties to their Office/Branch and must have access to confidential HR 
Personnel data in order  to perform legal, statutory and/or government duties. 

 

□     Fill out the electronic form “Employee Information – Account Request” located at this 
web address: http://inside.dgs.ca.gov/ets/Resources/Employee/NewEmp.aspx 

 
o This will allow the employee to connect to the network on their first day. 

□  Fill out the “Access Card Request” form (if applicable) located on the OHR shared 
drive: S:\SUPPORT\FORMS\Access Card Request and submit it to the OBAS. 

 
o This will allow time for the OBAS to give us a working access card before the 

employee’s first day. 
 

2 Days prior to Start Date: 
□  Pick up the New Hire Packet from the Attendance Clerk  
 

On the Start Date: 
□  Give the Attendance Clerk the following documents: 
 
o A list of all equipment given to the new employee (keys, cell phones, etc.) 
o Signed Original HR-1 (if applicable) AC will give to PL for processing. 

 
Please note that an HR1 is not required for employees that access PAL to enter their own time, or 
for supervisors to approve time. This access is applied automatically. For more information on PAL 
access, refer to the PAL website at: http://inside.dgs.ca.gov/pal/Tips/PALAccess.aspx. 
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Prior to Start Date Continue 
 
Sample of New Employee Information Form 
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New Employee Setup 
New Employee Login Authorization 

In order for an employee to be able to log onto the DGS Network, a network account must 
be created. Additionally, a new e-mail account must be created for the employee.  To have 
these accounts created, the new employee's supervisor must fill out and submit 
an Employee Information - Account Request form (use only the most recent version of 
the form - linked below). 
  
You must allow a minimum of five working days for the account to be created.  Best 
practice is to submit the form as soon as your new employee has accepted the job offer. 
 
Requesting Employee User Account 

Use this form to request a new employee user account.  This includes an employee new to 
the DGS, or one who is transferring from one division/office to another. 
When the new employee's account is ready, an ETS technician will notify you and setup the 
user's profile on the computer(s) that he or she will be using. 
 

EmployeeInformation-AccountRequest.pdf  

 

If you have any additional questions, please contact the ETS Help Desk at (916) 375-4357 
or e-mail them at ETSHelpDesk@dgs.ca.gov.  
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New Employee Setup Continue 
 
Sample/Instructions of Employee Information – Account Request 
 
 

 
 

 
1. Employees Name, Division, Branch/Office, Section, Unit 
2. Employee’s classification or title 
3. Actual date employee will report to work. 
4. Phone number to reach employee directly 
5. If employee will receive work faxes, indicate the fax number to be used 
6. If the employee has a mobile phone for work purposes, supply the number 
7. If the employee prefers to be known by a nickname (e.g., Bill instead of William; Mike instead of 

Michael; Libby instead of Elizabeth; Sue instead of Susan, etc.), put that name here.  This is how 
the account and e-mail address will be created. 

8. Work Address 
9. If the employee’s work space has a number, indicate it here 
10. Employee’s Supervisor’s name and phone number 
11. Employee’s work days and hours. This information is needed so that the ETS techs will know 

when they will be able to reach the employee, if necessary to complete work requests. 
 

Be sure to click on the “Resource Needs” button to advance to the second page. 
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New Employee Setup Continue 
 
Sample/Instruction of Employee Information – Account Request 

 
 
 
12. Enter the name(s) of each e-mail distribution list this employee should be a member of. 
13. Enter the name(s) of each network resource this employee should have access to.  For example, 

a group shared drive that everyone on your team has access to. 
 
 

Be sure to click on the “Computer Needs” button to advance to the third page. 
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New Employee Setup Continue 
 
Sample/Instruction of Employee Information – Account Request 

 

 
14. All DGS computers will have the circled software installed.  Microsoft Office Pro includes Outlook, 

Word, Excel, and PowerPoint.  Adobe Acrobat Reader allows users to open and read PDF 
documents.  If the employee will need additional software to complete their job duties, you would 
indicate that here.  For example, Adobe (Full) is the licensed, full version that allows the user to 
create PDF files.  If your employee will not be creating this type of document, the Reader is sufficient. 

15. Please provide the machine ID of the computer the employee will be using so that we can access it to 
set up the user’s profile, and/or install any additional software. 

16. DGS has several instances of more than one employee with the same name.  If you are getting a new 
employee to your unit who already works for DGS (including CBSC, FI$CAL, and CCDA), please 
indicate that information here, so we can modify the user’s existing account rather than create a new 
account. 

17. It would be rare that an employee would not have an e-mail account or a home/personal folder for 
saving their documents.  If your employee does not need e-mail or a home/personal directory, please 
state why. 

18. All employee accounts are assigned specific network access, which governs what area(s) of the 
network they can access, such as common/shared drives, etc.  If you have an existing employee who 
accesses the same “stuff” that your new employee will need, please give us the existing employee’s 
name so that we can match those security permissions. 

19. Any additional comments or information could be typed here. 
 

Click on the “Submit by Email” button.  This will generate an e-mail message with the form 
attached.  Do not change the “To” line of the message.  You may add any Cc addresses, if you wish. 
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Date of Appointment Documents 
The following table identifies the documents required and is part of the Appointment 
Package and must be returned with the Appointment Document Checklist to the PS: 
YES:  Required      NO:  Not Required  Asterisk (*):  See Comments 
 

 
 
 
 
 
 
 
 
 
 

Appointment 
Document/ 

Form Number 

New to 
State 

Service 

Reinstatement Transfer 
from Other 

State 
Agency 

Transfer 
Within 
DGS 

Comments 

ABMS – Key 
Employee In 
Quick Employee 
Entry 

YES* YES* YES* YES* For directions on entering the 
employee in QEE and PAL, refer 
to the ABMS User Guide for 
Attendance Clerks 

Application 
(STD.678) 

YES* YES* YES* YES* Required for all  appointments 

Employee 
Action Request 
(STD 686) 

YES YES OPTIONAL NO  

Oath of 
Allegiance  
(STD 689) 

YES YES NO NO Required for all new hires and 
rehires with a permanent break in 
service 
 

Oath of Office 
(exempt 
positions only) 
(STD 688) 

YES* YES* YES* YES* Employee will not be paid for any 
day prior to signing oath 
 

State Employee 
Disability 
Questionnaire  

YES YES NO NO https://exams.spb.ca.gov/disabilit
y/DisabilityForm.cfm?dept=IJ00 
 

Race/Ethnicity 
Questionnaire 
(CalHR.1070) 

YES NO NO NO  

CalPERs 
Member 
Reciprocal Self-
Certification 
Form PERS-
CASD - 801 

YES* YES* NO* NO* Refer to PL# 13-013 

Designation of 
Persons to 
Receive 
Warrants 
(STD.243) 

YES YES OPTIONAL* OPTIONAL* *If employee’s information has 
changed 
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http://www.calpers.ca.gov/eip-docs/about/pubs/employer/er-forms/ret-forms/self-certification.pdf
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Date of Appointment Documents Continue 
 

YES:  Required      NO:  Not Required  Asterisk (*):  See Comments  

 
**Affordable Care Act (ACA) - Failure to comply with the Employer Shared Responsibility provisions could 
result in significant penalties to the State!  
   
For benefits refer to “Employee Benefits” in the AC Manual.      
      

Appointment Document/ 
Form Number 

New to 
State 

Service 

Reinstatement Transfer 
from Other 

State 
Agency 

Transfer 
Within 
DGS 

Comments 

Emergency/Physician 
Notification     (GS-20) 

YES YES YES OPTIONAL* *If employee’s information 
has changed 

Incompatible Activities 
Statement 

YES YES YES NO  

Military Service Information 
(STD.912) 

YES YES NO NO  

Asbestos Notification 
(STD.250) 

YES* YES* YES* YES* *Required only for 
employees working in 
building containing 
asbestos. 

Anti-Discrimination  YES YES YES NO DGS’ employees only  

DGS Sexual Harassment 
Memo  

 

YES YES YES NO DGS’ employees only  

Union Info Package YES YES YES* YES* Classifications in BUs: 
1,2,3,4,11,12,14,15,20; 
*If employee CBID 
changes.  

Health Insurance 
Marketplace Coverage 
Options and Health 
Coverage Notice (One time 
notice to all new hires) 

YES YES NO NO ACs/PLs must complete 
the section and prove the 
notice to newly hired 
employees. 
**Required for ALL new 
employees within 14 days 
of hire. 

Summary of Benefits and 
Coverage Notice (one time 
notice to newly eligible 
employees) 

YES YES NO NO **Must be provided to all 
employees newly eligible 
for health benefits no later 
than the first day the 
employee is eligible to 
enroll in health coverage. 

ACA Notification Checklist 
(CalHR Form 782) 

YES YES NO NO **Must provide this Notice 
along with the health 
enrollment forms (HBD-12 
and HBD-12A) to OHR 
after completion. 

Dependent Eligibility 
Verification Checklist 

YES YES NO* NO *When an employee 
transfers departments, 
proper retention of the 
documents enables the 
receiving department’s 
OHR staff to see all 
required documents was 
submitted/reviewed prior to 
enrollment. 

HBD 12 and HBD 12A YES YES NO NO Refer to “Employee 
Benefits” of the AC Manual 
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ABMS – Quick Employee Entry 
The Activity Based Management System (ABMS) Quick Employee Entry (QEE) is designed 
to provide new and transferring employees with timely access to PAL by allowing DGS 
Attendance Clerks to: 
 
• Create new employee records in ABMS database, and  
• Transfer employees from one DGS office to another 
 

Before submitting the completed Date of Appointment Package to PTU, enter the employee 
into ABMS QEE. 
 
Upon processing each record, an alert may be launched to notify various staff of the new 
employee’s information.  
 
DO NOT use QEE to create records for Non-DGS (contracted) employees. Contact the 
ABMS HR Team for assistance.  
 
For directions on entering the employee in QEE and PAL, refer to your ABMS User Guide 
for Attendance Clerk.      http://documents.dgs.ca.gov/ABMS/User%20Guides/AC.pdf 

 
Access ABMS User Guide 
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ABMS – Quick Employee Entry 
Access ABMS User Guide Continue 
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Application – STD 678 
The Examination and/or Employment Application (STD.678) is required for new 
appointments and transfers to DGS.  (Employees who are promotions in place do not need 
to submit an application.) 
The Examination and/or Employment Application is part of the Appointment Package and 
must be returned with the Appointment Document Checklist.  
Sample of STD 678 
 

Form is available at: www.osp.dgs.ca.gov.  
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Employee Action Request (EAR) STD 686 
The Employee Action Request (STD 686) (EAR) is used by the employee to report 
information necessary for employment such as name, address and tax allowances.  The 
form is utilized by new, reinstated and current employees. 

This section offers EAR guidelines when used in the appointment process.    

The EAR is subject to annual revisions due to changes in the tax laws, etc.  The back of the 
EAR has general information for the employee’s knowledge including taxes, Earned 
Income Credit and address change. 

Attendance Clerk responsibility 

Review the EAR for clarity and that the employee has completed the required sections. For 
new hires, the EAR must be returned to the appropriate Personnel Specialist (PS) with the 
Appointment Document Checklist.  After the PS has processed the EAR, the employee’s 
copy will be returned to the AC for distribution to the employee.  The original is filed in the 
employee’s OPF. 

Required Not Required 
An EAR is required for:  
 
 New hire to state service 
 
 Reinstatement from permanent 

separation with a break in service 
 
 Emergency  appointment 
 
 Current employee reporting a 

change 

Unless the employee has changes to 
report, an EAR is not required: 

 Returning from a temporary 
separation (e.g., IDL, NDI, and 
Leave of Absence) 

 
 Transferring between 

departments 
 
 Appointed to an additional  

appointment 
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Employee Action Request (EAR) Continue 
Sample of Employee Action Request (STD. 686)  
Form is available at: www.osp.dgs.ca.gov. 

 

 
 64            Revised 07/2016 
 

http://www.osp.dgs.ca.gov/


DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
Employee Action Request (EAR) Continue 

Sample of Employee Action Request (STD. 686)  
“Information for Employees” 
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Employee Action Request (EAR) Continue 

Completing the EAR 
 

SECTION A PTU must complete Section A. (Personnel Office Use) 

 
Section 

 
Box 

Number 

 
Action 

 
 

A 
 

01 
 
PS will enter the 3 digit agency number. 

 
02 

 
PS will enter the 3 digit reporting unit number. 

 
03 

 
PS will enter their initials. 

 
04 

 
PS will enter the date in which the EAR is keyed. 

 

If the Attendance Clerk knows the 3 digit agency and unit number, you may enter the 
numbers for the PS. 
 

SECTION B All employees (New or Current) submitting an EAR must check the applicable       
boxes in Section B and complete the appropriate sections. 

New Employees 
 

Section 
 

Box 
Number 

 
Action 

 
B 

 
01 

 
For the new employee only 
(complete required sections C, E, F, G, H & I) 

 
Or 

 
Current Employees 

 
Section 

 
Box 

Number 

 
Action            

 
B 

 
03 

 
To change withholding allowance  
(complete required sections C, E & I) 

 
04 

 
To change address 
(complete required sections C, F & I) 

 
05 

 
To change name 
(complete required sections C, D & I) 

 
07 

 
To change birth date 
(complete  required sections C, H & I) 
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Employee Action Request (EAR) Continue 

SECTION C All employees must complete Section C. 

New, Current and Reinstating Employees 
 

Section 
 

Box 
Number 

 
Action 

 
C 

 
01 

 
Always show social security number. 
 
NOTE: If a new employee does not have a 
social security number card, enter “SS5” in Box 
01. 

 
02 

 
• Enter the employee’s last name (For a 

name change, enter new name) 
 
• Last name must include Jr., Sr., II, III, if 

appropriate 
 

03 
 
Enter the first name and middle initial (For a 
name change, enter new name) 

  

  *Note: Enter exactly as it appears on the social security card 

SECTON D Current employees reporting a name change or an employee reinstating with 
a    new name must complete Section D. 

Current OR Reinstating Employee With A New Name 
 

Section 
 

Box 
Number 

 
Action 

 
D 

  
• Enter former name (last, first and middle 
initial) 
 
• Print small and legibly 
 
• Complete new Designee Form, STD 243 
 
Substantiation must be attached to EAR when 
reporting a name change unless returning from 
a permanent break in service         
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Employee Action Request (EAR) Continue 

Substantiation Required for a Name Change 

Either Form 5028 from the Social Security Administration, a copy of the new social security 
card, or other confirmation form issued by the Social Security Administration must be 
attached to the EAR.  A marriage certificate is not valid proof that the employee has 
changed her name through the Social Security Administration. 

 

SECTON E All new employees or current employees wishing to change their withholding 
allowance must complete Section E. 

New, Current and Reinstating Employees 
 

Section 
 

Box 
Number 

 
Action 

 
E 

  
If no tax is to be withheld, complete Part IV or V 
only. 

 
I. Check one of the marital status boxes as it 

applies to tax purposes only. 
II. Complete only if the State taxes will differ 

from Part I. 
III. For additional deductions for taxes, enter 

the specific amount to be deducted in 
addition to the federal and state allowances 
in Part I. 

IV. Check this box if employee is exempt from 
having taxes deducted from pay warrant.  
Parts I, II, III and V must be left blank. 

V. If employee is eligible for Non-Taxable 
Wages as explained on the back of the 
EAR, check this box.   Parts I, II, III and IV 
must be left blank. 

 
 

Comment:  If not completed, the State Controller’s Office will deduct taxes based on prior 
information if a reinstatement is within 12 months.  If prior separation is over 12 months and 
Section E is not completed, the deduction will be Single and Zero (S-0). 

If Section E is not completed by a new employee, the Controller’s Office will deduct as a 
single person with no exemptions (S-0). 
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Employee Action Request (EAR) Continue 

SECTION F All new employees or current employees reporting a change of address must 
complete Section F. 

New and Current Employee 
 

Section 
 

Box 
Number 

 
Action 

 
F 

 
01 

 
Employee address 

 
02 

 
City and state 

 
03 

 
Zip code 

 
Complete Section F as follows if the employee is on a departmental employment list (open, 
promotional, etc.). The Certification Unit will update the appropriate list(s). 
 

Employee On DGS Employment List(s) 
 

Section 
 

Box 
Number 

 
Action 

 
F 

 
04 

 
To change address on departmental employment 
list(s) 

 
 
SECTION G All new employees or an employee reinstating with a new name must 

complete Section G. 

New and Reinstating Employees 
 

Section 
 

Box 
Number 

 
Action 

 
G 

 
01& 04 

 
 

01& 05 
 
 

03 & 06 

 
Complete only if new employee has had prior 
State or public agency service 
 
Enter last name only if different from the name 
in Section C 
 
Enter month/year of prior separation if 
applicable 
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Employee Action Request (EAR) Continue 

SECTION H All new employees or employees reporting a birth date correction must 
complete Section H. 

New, Current and Reinstating Employees 
 

Section 
 

Box  
Number 

 
Action 

 
H 

 
 

 
Complete birth date using six digits. Zero filled 
to the left for numerals 01-09. (mm/dd/yy) 
 
Note:  A copy of the birth certificate is required 
when reporting a birth date correction 

 

SECTION I All employees must complete Section I. 

New, Current and Reinstating Employees 
 

Section 
 

Box 
Number 

 
Action 

 
I 

  
Employee signs and dates form 

 

Social Security Number Correction 

Do not include any other changes on EAR when submitting a social security number 
correction. A copy of the employee’s social security card must be attached to the EAR 
when submitting a social security number correction. 

 
Section 

 
Box 

Number 

 
Action 

 
B 

 
01 

• Check Box 01 
• Line off New Employee 
• Print “SS# Correction” under New 

Employee  
 
Example: NEW EMPLOYEE - SS# Change 

 
C 

 
01 
 
 
 
 
 
 

02 & 03 

• Enter old social security number on top 
• Enter new number directly below in the 

same space 
 
Example: 523-49-6871 
                  523-94-6871 
 
Enter the employee’s name as it appears on 
the ALS Report 
 

 
I 

  
Employee signs and dates the form 
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Oath of Allegiance 

 
Oath of Allegiance and Declaration of Permission to Work for Persons Employed by the 
State of California (STD 689) 
 
The Oath of Allegiance (STD 689) is required for new hires to State civil service and 
reinstatements with a break in service. 
Exempt employees are not required to complete the Oath of Allegiance.  See Oath of Office 
for Exempt Appointments. 
 
Attendance Clerk Responsibilities 
 
Review the Oath of Allegiance for accuracy and verify all required sections are completed.  
The original Oath of Allegiance must be returned to your PS with the Appointment 
Document Checklist. The original is filed in the employee’s OPF. 
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Oath of Allegiance Continue 
 
Sample of Oath of Allegiance and Declaration of Permission to Work for Persons Employed 
by the State of California (STD.689) 
 
Form is available at: www.osp.dgs.ca.gov. 
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Oath of Allegiance Continue 
 
Completing the Oath of Allegiance 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

PART 1  
Oath of 
Allegiance 

 
Type or print in ink employee’s name in the space provided 

PART 2 
Declaration of 
Permission to 
Work 

Employee shall: 
 
• Check “YES”:  if employee is a lawful permanent resident of the 

United States 
• Check “NO”:  leave blank 
 

PART 3 
Signature and 
Certification 

Completed by Attendance Clerk and employee: 
 
• Employee’s signature:  employee will sign 
• State Department or agency:  Enter DGS or Client Agency name 
• Division/Unit:  enter the DGS office name or Client Agency name 
• Taken and subscribed:  enter the date signed 
• Authorized official’s signature:  you shall sign 
• Authorized official’s title:  your title (i.e. Attendance Clerk) 

 73            Revised 07/2016 
 



DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
Oath of Office 
 
The Oath of Office (STD 688) must be completed no later than the first date of 
appointment.  Exempt appointees that are required to complete the Oath of Office by law 
may not be compensated for time worked prior to the date the Oath is certified. 
 
All exempt appointments are required to complete the Oath of Office. 
 
Attendance Clerk responsibilities 
 
Forward a copy of Oath of Office to the PS within 30 days of the appointment date.  The PS 
will file in the employee’s OPF. 
 
Sample of the Oath of Office (FRONT) 
 

Form is available at: www.osp.dgs.ca.gov. 
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Oath of Office Continue 
 
Sample of the Oath of Office (REVERSE) 
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Oath of Office Continue 
 
Completing the Oath of Office 
 
You may type or use a ballpoint pen to complete the Oath of Office.  Do not use a pencil. 

 
 
  
 
 
 
 
 
 
 
 
 
 

 
The date of certification must be the date of appointment. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For the Office of Exact title of the position as specified in Departmental Pay 
Scales. 

I, Appointee’s name.  

Signature Appointee signs the Oath.  

Term Expires Termination date as per entitlement. 

Subscribe and 
sworn, etc. 
(certification) 

Certified by only one specific employee as listed: 
 
 Notary Public 
 Judges 
 Justice of the Peace 
 Governor’s Appointee 
 Agency Secretary 
 Director 
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State Employee Disability Questionnaire  
 
Pursuant to the Rehabilitation Act of 1973 and Government Code Section 19233, CalHR 
requires that departments survey their employees to determine the number of individuals 
with a disability employed in each department.  
 
In an effort to “Go Green”, effective November 1, 2011, CalHR has eliminated the paper 
disability survey process. Employees now have 24/7 direct access to this confidential online 
system from any computer. Employees need only to enter their last name and the last four 
digits of their social security number. 
 
Attendance Clerk responsibilities 
 
Attendance Clerks (ACs) must inform the new to State employees and current employees 
who have a status change that the survey is now available online from any computer. ACs 
must direct employees to the confidential online system via our department’s survey link at: 
Disability Survey. 
 
(https://exams.spb.ca.gov/disability/DisabilityForm.cfm?dept=IJ00) 
 
Important! The disability information requested on the questionnaire may only be 
collected on a voluntary basis. 
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State Employee Race/Ethnicity Questionnaire (CalHR 1070) 
 
The Race/Ethnicity Questionnaire (CalHR 1070) is required for employees new to State 
service only. The employee’s response to the Race/Ethnicity Questionnaire is voluntary. If 
the employee chooses not to identify, the department is required to visually identify under 
the federal law. 
 
The questionnaire allows the employees to self-identify the race/ethnic group with which 
he/she most closely identifies.  The Ethnic/Race is encoded by the department’s personnel 
office and becomes part of the employment history system kept by the State Controller’s 
Office (SCO).   
 
The original Race/Ethnicity Questionnaire must be returned to your PS with the Date of 
Appointment Document Checklist. 
 
Completing the Race/Ethnicity Questionnaire (CalHR 1070) 
 
 

Type or print in the spaces provided: 
 
• Department: DGS or client agency, e.g., EMSA 
• Employee’s name 
• Employee’s last 4 digits of social Security Number 
• Check the appropriate box for male or female 
 

Employee shall:  
 
• Check one of the ethnicity box that best describes race/ethnicity 
 
Employee shall: 
 
•        Sign name and date 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

 78            Revised 07/2016 
 

http://www.calhr.ca.gov/Documents/calhr-1070.pdf


DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
State Employee Race/Ethnicity Questionnaire  
(CalHR 1070) Continue 
 
Sample of CalHR 1070 
 
Form is available at: http://www.calhr.ca.gov/Pages/home.aspx 
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CalPERS Members Reciprocal Self-Certification Form  
(PERS-CASD-801) 
 
Reciprocity is an agreement among public retirement systems to allow members to 
separate from one public employer and into employment with another public employer 
within a specific time limit without losing some valuable retirement and related benefit 
rights.  
  
The Public Employees’ Pension Reform Act of 2013 (PEPRA), effective January 1, 2013, 
requires a CalPERS covered employer to determine the applicable PEPRA retirement 
benefit formula for new employees. CalPERS refers to all members that do not fit within the 
PEPRA definition of a “new member” as “classic members” who are subject to the Public 
Employees’ Retirement Law (PERL). PEPRA allows a member after January 1, 2013, to 
retain his/her classic member retirement benefit status if the member continues his/her 
membership in all previous California Public Retirement System(s) by leaving his/her 
service credit and contributions (if any) on deposit, and the member enters into 
employment that results in CalPERS membership within six months of separating from the 
most recent California Public Retirement System. Classic member status also requires the 
membership date to be on or before December 31, 2012, in a California Public Retirement 
System in which reciprocity is established. 
 
Form Completion 
 
The form must be completed by:  
 
1. All new hires effective on or after 01/01/13 who are CalPERS members.  
 
2. Existing employees who become CalPERS eligible on or after 01/01/13. For 

example, part-time or intermittent employment exceeding 125 days (if paid on a per 
diem basis) or 1,000 hours within a fiscal year are covered by CalPERS retirement 
membership effective the beginning of the first pay period following the completion of 
125 days or 1,000 hours of service, and therefore are now eligible for CalPERS on 
or after 01/01/13.  

 
3. AC or designee must provide the Member Reciprocal Self-Certification Form to all 

new employees upon eligibility for membership.  
 
4. AC or designee must sign and date the Member Reciprocal Self-Certification Form 

on the date the form is given to the employee. 
 
5. Upon receipt of the completed Member Reciprocal Self-Certification Form, the AC 

will enter the date the employee returns the form. 
 
6. The Member Reciprocal Self-Certification Form (PERS-CASD-801) must be 

submitted to your Personnel Specialist along with all other required hire documents. 
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CalPERS Members Reciprocal Self-Certification Form  
(PERS-CASD-801) Continue 
 
Form Completed Continue 
 
7. The employee will be enrolled in to CalPERS membership based on the information 

provided on the form, myǀCalPERS will determine the retirement benefit formula. 
 
8. The Member Reciprocal Self-Certification Form will be maintained in the employee 

official personnel file for audit purposes. 
 
Completing PERS-CASD-801 
 
Employee completes: 

• Last, First, Middle name 
• Social Security number or CalPERs ID number 
• Name of most reciprocal retirement system 
• Permanent separation date form most recent reciprocal retirement system 
• First membership date in any prior California public retirement system that is 

subject to reciprocity 
• Check the applicable statement 
• Sign and date 

AC or designee completes: 
• CalPERs membership eligibility date with our agency 
• Original hire date with our agency 
• Date member reciprocal self-certification form given to employee 
• Date member reciprocal self-certification form received from employee 
• Print designee of employer, title and date 
• Designee’s signature  

Personnel Specialist completes: 
• Name of CalPERs agency 
• CalPERs business partner ID 

 
 
Form Submission 
 
Personnel Transaction Unit will determine if the form must be submitted to SCO for 
Enrollment. 
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CalPERS Members Reciprocal Self-Certification Form Continue 
 
Sample of PERS-CASD 801 
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Designation of Person Authorized to Receive Warrant (STD 243) 
 
The Designation of Person Authorized to Receive Warrants (STD.243) is required for 
employees new to State service and reinstatements.   It is optional for transfers from 
another State agency or promotions.  If the employee has an address change, a new STD 
243 is required. 
 
In accordance with Government Code 12479, the person listed as the designee will receive 
the employee’s final pay warrant upon death.  The designation remains in effect until the 
employee changes the designation or permanently separates from State service. 
 
The designee must be 18 years of age or older. 
 
Attendance Clerk responsibilities 
 
All DGS AC’s are expected to follow the steps outlined below: 
 
• review the STD 243 for accuracy & completeness 
• return the original STD 243 and one copy with original signatures to your PS (if new to 

state send along with the Date of Appointment Document Checklist)   
 
The PS will sign the agency section and forward the one copy to the employee.  The 
original will be filed in the employee’s OPF. 
 
Completing the Designation of Person Authorized to Receive Warrant 
 
The employee will complete the STD 243.  As it is a legal document, you are responsible 
that the following criteria are met: 
 
• Document is completed in ink or typed 
• Original and one copy both must have the employee’s original signature 
• Full legal names for the employee and the designee are used 
• No erasure or corrections are made to the designee section of the Warrant Designee.  If 

this should happen, the employee needs to fill out a new form.  Destroy the old one 
• The STD 243 must be updated if the employee has a name change, address change or 

there is a change of the beneficiary designation.  For example: the warrant designee or 
beneficiary changes due to death, separation or divorce 

 
Note: Advise the employee to read the instructions and Privacy Notice on the 
Warrant Designee. 
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Designation of Person Authorized to Receive Warrant (STD 243) 
 
Sample of STD 243 
Form is available at: www.osp.dgs.ca.gov. 
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Emergency Information/Physician Designation (DGS OHR 20) 
 
The Emergency Information/Physician Designation (DGS OHR 20) is required for new hires 
to State service, reinstatements and transfers from another State agency. 
 
The employee should indicate who should be notified in case of an emergency and choice 
of medical treatment.  It is important that the information is current at all times. 
 
The Attendance Clerk should review the Emergency Information for clarity.  Make 2 copies 
of the Emergency Information form; the original must be submitted to the PS with the Date 
of Appointment Checklist and filed in the employee’s OPF.  You may distribute the 
remaining copies: one will remain in the office and the other copy goes to the employee. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Emergency 
Information 

Employee shall enter: 

• Full name 
• Home telephone number 
• Home address (street, city, zip code) 
• Cell number 
• Office:  work site.  E.g., Office of Human Resources 
• Unit: e.g., Personnel Transaction Unit 
• Birthdate: date of birth 

Person To 
Notify In 
Case Of 
Accident 

Employee must designate a person(s) to notify in case of an emergency.  
Employee shall enter: 
 
• Name:  designee’s name 
• Relationship:  designee’s relationship to employee 
• Address 
• Telephone number 
• City, State, Zip: designee’s address 
• Cell number: designee’s phone number 

Physician 
Designation 

If employee chooses not to designate a physician, first box needs to be 
checked.   
If employee chooses to designate a physician, the following must be 
completed: 
 
• Second box is checked 
• Physician name or medical group 
• Telephone number 
• Office address: designate physician information 
• Hospital preference: hospital where treatment would be administered 
•  Health Plan/Id number (Insurance carrier): employee health coverage 
• Employee’s signature: employee shall sign and date form  
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Emergency Information/Physician Designation 
(DGS OHR 20) Continue 
 
Sample of DGS OHR 20 
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Incompatible Activity Statement  
 
It is the policy of DGS to provide civil service employees and exempt officers with 
guidelines concerning activities which are incompatible with state employment. 
 
The purpose of the policy is to protect the integrity established by employees in carrying out 
the Department’s responsibilities to other State agencies and to the public. 
 
The Incompatible Activity Statement is required for all initial appointments, change in 
classification, and change in duties or circumstances that potentially conflicts with the 
policy. 
 
Advise the employee to read the statement before signing the certification on the last page 
of the booklet.  If the signature is not legible, print or type the employee’s name below the 
signature line. Do not use a pencil. 
 
The original signed “Certification” (the last page of the booklet) must be signed by the 
employee and returned to the PS with the Date of Appointment Checklist. The original will 
be filed in the employee’s OPF.  The employee will keep the booklet. 
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Incompatible Activity Statement Continue 
 
Sample  
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Military Service Declaration (STD 912) 
 
The Military Service Declaration (STD.912) is required for new hires to State civil service 
and reinstatements.  The employee’s response to the Military Service Declaration is 
voluntary. 
 
The information provided can be used by the Testing Unit to verify veteran’s status for open 
examinations. 
 
The information provided is confidential. 
 
The original Military Service Declaration must be returned to your PS with the Date of 
Appointment Document Checklist.  The original is filed in the employee’s OPF. 
 
Completing the STD 912       
   
             

   
   
   
   
   
   
   
   
   

             
If the employee does not complete the form, make a notation on the document before 
submitting it to PTU. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You shall type or print: 
• To: Employee’s name 
• Date: Date completed 
Employee shall: 
• 1. Check “yes” or “no” 
• 2 – 6.  Complete if answer to #1 was “yes” 
Employee shall:  
• sign and date 
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Military Service Declaration (STD 912) Continue 
 
Sample of STD 912 
 

Form is available at: www.osp.dgs.ca.gov. 
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Employee Asbestos Notification (STD 250) 
 
The Employee Asbestos Notification (STD.250) is required for all employees new to state 
as a building containing asbestos. Your supervisor can advise you if the building(s) in your 
unit contain asbestos. 
 
State agencies that occupy buildings constructed prior to 1979, and know of the presence 
of asbestos materials in the building, are required to provide written notification to 
employees working in the building.  
 
Each office, board or commission shall provide the employee locations of asbestos in the 
building(s) in which the employee works. 
 
The original Employee Asbestos Notification is to be submitted with the Date of 
Appointment Checklist to the PS.  The notification must be given to the employee within 15 
days of date of appointment. The original is filed in the employee’s OPF. 
 
Advise the employee to read the notification before signing. 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

You shall enter: 
• Department name and full address of the building where 

employee works 
You shall enter: 
• Full address of the building manager maintaining the asbestos 

information 
• Type or print employee’s name 

Employee: 
• Will sign and date 
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Employee Asbestos Notification (STD 250) Continue 
 
Sample of STD 250 
 
The form is available at: www.osp.dgs.ca.gov 
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Anti-Discrimination Memo (AO 15-01) 
 
It is DGS policy to take all reasonable steps to prevent discrimination and harassment from 
occurring. This includes, but is not limited to, providing discrimination and harassment 
prevention training to all employees, and supervisors/managers on their responsibilities to 
enforce the DGS policy on discrimination and harassment. It is DGS policy to provide a 
copy of this policy to new employees to State service, reinstatements and transfers from 
another State agency. Employees are required to read DGS’ Administrative Order 15-01 
and sign the Acknowledgement of Receipt.    
 
The original Acknowledgement of Receipt signed by the employee is to be submitted to 
OHR with the Date of Appointment Checklist to the PS. 
 
The original will be filed in the employee’s OPF. 
 
The Administrative Order 15-01 memo and Acknowledgement of Receipt are on DGS’ 
Intranet site:  http://inside.dgs.ca.gov/ad/ao.aspx 
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Anti-Discrimination Memo (AO 15-01) Continue 
 
Sample of AO 15-01 
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Sexual Harassment Memo (AO 15-02) 
 
It is the policy of the Department of General Services (DGS) that sexual harassment is 
unacceptable behavior in the workplace and will not be condoned.  Supervisors/managers 
are responsible for maintaining a favorable working atmosphere free from sexual 
harassment for all employees.   
 
New employees to State service, reinstatements and transfers from another State agency 
are required to read DGS’ Administrative Order 15-02 and sign the Acknowledgement of 
Receipt.  It is not required for Boards and Commissions.  
 
The original Acknowledgement of Receipt signed by the employee is to be submitted to 
OHR with the Date of Appointment Checklist to the PS. 
 
The original will be filed in the employee’s OPF. 
 
The Administrative Order 15-02 memo and Acknowledgement of Receipt are on DGS’ 
Intranet site:  http://inside.dgs.ca.gov/ad/ao.aspx 
 
Completion of AO 15-02 
 
Date • Date signed 
Employee’s Name • Print full name 
Employee’s Signature • Signature in ink 
Office • e.g., Office of Human Resources (OHR) 
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Sexual Harassment Memo (AO 15-02) Continue 
 
Sample of AO 15-02 
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Union Information Package 
 
Union Information packages are required for new rank and file (“R”) employees whenever 
the Memorandum of Understanding (MOU) states the employer is responsible for providing 
the employee with a union information package.  Employees who move into one of the 
following Collective Bargaining Id’s must be provided with the Union package: R01, R02, 
R04, R11, R12, R14 R15, and R20. 
 
Union information may be obtained from the specific union. 
 
OHR does not require acknowledgement.  The original is not filed in the employee’s OPF. 
 
You may order the Union Information Package through the appropriate union. 
 
 

 
Health/Dental/Vision 
 
Refer to the “Employee Benefits” of the AC Manual 
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Affordable Care Act (ACA) 
 
The Patient Protection and Affordable Care Act (ACA) was enacted in March 2010 to 
ensure that individuals have access to quality and affordable health care. There are several 
provisions of the ACA that impact employers, such as the State of California. 
 
The ACA requires employers to provide notices to employees with information about the 
Health Insurance Marketplace, known as Covered California, and employer-sponsored 
health coverage. 
 
Attendance Clerks Responsibility  
 
In 2013, the state implemented the Health Insurance Marketplace Coverage Options Notice 
requirements. AC’s are required to provide this Notice to ALL new employees, regardless 
of their health plan enrollment or eligibility status, within 14 days of the employee’s hire 
date. 
 
The ACA requires group health plans, health plan administrators, and employers to issue a 
Summary of Benefits and Coverage Notice to employees eligible for health coverage with 
information on the health plan options available to them so they can make informed 
decisions about the health plan they choose 
 
Attendance Clerks (AC) are required to issue the Summary of Benefits and Coverage 
Notice to all employees newly eligible for health benefits no later than the first day the 
employee is eligible to enroll in health coverage.  
 

For example, if a health benefit-eligible employee is hired on August 12, departments must provide 
this Notice, along with the health enrollment forms (HBD-12 and HBD-12A) to the employee no later than 
September 1. 
 
To ensure the timely distribution of the Health Insurance Marketplace Coverage Options 
and Summary of Benefits and Coverage Notices, CalHR has developed the ACA 
Notification Checklist (CalHR Form 782). AC’s must use this form to document the 
distribution of these notices. The two-part Checklist includes the following:  

• Part I documents the distribution of the legally required Health Insurance 
Marketplace Coverage Options Notice. This section must be completed by the AC’s 
responsible for providing the Notice to a newly hired employee within 14 days of the 
employee’s hire date. 

• Part II documents the distribution of the Summary of Benefits and Coverage Notice 
along with the health benefit enrollment forms (HBD 12 and HBD 12A) to employees 
newly eligible for health benefits. This section must be completed by the AC’s 
representative responsible for providing the Notice and enrollment forms to the 
employee. 
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Affordable Care Act (ACA) Continue 
 
Instructions 
 
The Affordable Care Act (ACA) Notification Checklist is mandatory for all new employees 
hired (or who become eligible) after January 1, 2015.  The top section has space to 
complete the employee’s name, hire date, position number, social security number and 
tenure/time base. 
 
Part I: Document the date the notice was given to the employee about the Health Insurance 
Marketplace Coverage Options and Health Cover Notice.  This is a one-time notice that 
must be given to every new employee to your department/agency within 14 days of their 
hire date. 
 
Part II: If the employee is eligible for health benefits, the employee must be provided with 
three forms: 
 
 

1. The new form Summary of Benefits and Coverage,  
2. Health Benefits Enrollment (HBD 12), and 
3. Declaration of Health Coverage (HBD 12A) 

 
Health benefit documents must now be provided to a newly eligible employee by the first 
day the employee is eligible to enroll in coverage. 
 
 
It is imperative ALL new to state hire packets must contain the documents mentioned 
above and be submitted to OHR after completion.  
 
Failure to comply with the Employer Shared Responsibility provisions could result in 
significant penalties to the State! 
 
For additional information on the ACA’s Employer Shared Responsibility provisions, please 
refer to the Internal Revenue Code §4980H. 
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Affordable Care Act (ACA) Continue 
 
New Health Insurance Marketplace Coverage Options Notice  
 
Sample 
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Affordable Care Act (ACA) Continue 
 
Summary of Benefits and Coverage Notice 
 
Sample 
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Affordable Care Act (ACA) Notification Checklist 
 
Sample of CalHR 782 
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Dependent Eligibility Verification Checklist (CalHR 781) 
 
The Dependent Eligibility Verification Checklist (CalHR Form 781) was developed to 
facilitate documentation and administration of dependent enrollments.  
Departments are responsible for monitoring eligibility for employees and their dependents, 
and to hold employees accountable for failure to notify their Human Resources office in 
writing within 60 days of a change to dependent eligibility. Employees may be held 
accountable if any documentation is determined to be inaccurate or fraudulent or for failure 
to notify OHR of changes to dependent eligibility. This may include reimbursing their 
employer, the health, dental, and/or vision benefit plan, and/or the CalPERS system for 
expenditures incurred for medical claims, processing fees, administrative expenses, and 
attorney’s fees on behalf of any ineligible family member, and disciplinary action. 
 
The California Department of Human Resources (CalHR) may monitor eligibility and 
enrollment processes and may hold departmental management and/or employees 
accountable for compliance. 
 
Government Code section 20128 of the California Public Employees’ Retirement Law 
grants California Public Employees’ Retirement System (CalPERS) the authority to require 
information it deems necessary to determine a member’s or beneficiary’s entitlement to 
benefits. As such, departments are responsible for requesting additional information and 
supporting documentation, as necessary, to substantiate dependent eligibility for health 
benefits. Dental and vision eligibility is also subject to this requirement, as set forth in state 
collective bargaining agreements (for excluded employees, Government Code § 22952 and 
California Code of Regulations, title 2, § 599.927). 
 
Attendance Clerks/Personnel Liaisons 
 
The ACs/PLs are to provide employees with the Checklist for every enrollment transaction 
that involves adding dependents to the health and dental benefit roll and for annual 
recertification of parent-child relationship (PCR) dependents. Employees must complete 
and sign their portion of the Checklist and submit it to the Office of Human Resources 
(OHR) with the required documentation to substantiate dependent eligibility.  OHR will 
complete Section 3 of the Checklist and retain the document in the employee’s Official 
Personnel Folder (OPF). 
 
The Checklist must also be completed when dependent enrollments are processed for the 
Premier Vision Plan. Documentation must be provided and all sections of the Checklist 
must be completed by the appropriate parties before OHR can enroll dependents. 
 
Employees 
 
Employees are required to complete this form when adding dependents to health or dental 
coverage, as well as vision coverage processed through departmental Human Resources 
offices, and when an employee annually recertifies their parent-child relationship with 
enrolled dependents. By completing this form, employees are certifying the information 
submitted is true and accurate to the best of his/her knowledge. 
 
 
 
 

 103            Revised 07/2016 
 

http://www.calhr.ca.gov/Documents/calhr-781.pdf


DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
Dependent Eligibility Verification Checklist (CalHR 781) Continue 
 
Instructions 
 
Section 1 – contains a chart that defines the dependents eligible for health, dental, and 
vision coverage and the required enrollment forms and acceptable documentation 
necessary to substantiate dependent eligibility: 

 Dependent Type: According to dependent type (e.g., spouse/registered domestic 
partner, disabled adult child, PCR), there may be specific requirements necessary to 
substantiate eligibility.  
Required Enrollment Forms: This section identifies the forms required to enroll 
dependents into health, dental, or vision coverage. Additional documentation is required 
to substantiate dependent eligibility and is outlined in the Acceptable Document(s) to 
Verify Eligibility section. 
Acceptable Document(s) to Verify Eligibility: This section identifies documents 
necessary to substantiate dependent eligibility. In some cases, multiple documents may 
be required. These requirements are specified for each dependent type. 
 

 
Section 2 – requires the employee to certify, under penalty of perjury, the information 
submitted is true and accurate to the best of his/her knowledge. It includes several 
statements, each of which must be initialed by the employee, acknowledging the 
employees obligations. 
 
Section 3 – This section requires OHR staff to certify that the necessary documentation was 
reviewed to verify dependent eligibility prior to enrollment. It includes several statements, 
each of which must be initialed by staff completing the Checklist. By initialing and signing 
this section, the Personnel Specialist is certifying they have received supporting 
documentation to verify dependent eligibility. 
 
Personnel Specialist 
PS must provide a copy of the completed, signed Checklist to the employee. The Checklist 
must also be retained in the employee’s OPF along with current enrollment forms and 
supporting documentation used to substantiate dependent eligibility. 
 
When an employee transfers departments, proper retention of these documents enables 
the receiving department’s human resources staff to see that all required documentation 
was submitted and reviewed prior to enrollment. 
 
Additional Information  
For more information on the state’s health eligibility rules and enrollment process, refer to 
CalPERS’ Policies and Procedures page on-line at www.calpers.ca.gov. Additional 
information on either the dental or vision benefit programs can also be found online at 
www.calhr.ca.gov 
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Dependent Eligibility Verification Checklist (CalHR 781) Continue 
 
Sample of CalHR 781 – page 1
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Dependent Eligibility Verification Checklist (CalHR 781) Continue 
 
Sample of CalHR 781 – page 2
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Dependent Eligibility Verification Checklist (CalHR 781) Continue 
 

Sample of CalHR 781 – page 3 & 4 
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Probationary Periods/Performance Appraisals 
 
This Manual Section 
 
• Explains the probationary periods/performance appraisal process 
• Identifies the objectives of the annual performance appraisal and  

Individual Development Plan (IDP) 
 
This section contains the following topics: 
 

Topic See Page 
Probation Period 110 
Policy 110 
Required Hours 110 
Definition 110 
Responsibilities 110 
Performance Appraisal 111 
Policy 111 
Submission 111 
ABMS Alert 112 
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Probationary Periods/Performance Appraisals Continue 
 
Probationary Periods 
 
A probationary period is a period of specified time (usually 6 or 12 months) at the beginning 
of an appointment that is used for a close review of an employee's performance prior to 
granting the employee permanent status.  This is the final step in the selection process. 
 
Policy  
 
It is the policy of DGS to evaluate the work and efficiency of a probationer at frequent 
intervals to keep the employee adequately informed of progress on the job.  If the 
employee is rejected during the probationary period, a final report may be filed for the 
period not covered by previous reports. 
 
Required Hours 
 
During the probationary period, the employee is required to work the following hours: 
 

• 840 hours if serving a six-month probationary period 
• 1,260 hours if serving a nine-month probationary period 
• 1,680 hours if serving a twelve-month probationary period 
 
In the event a probationer has not, during the length of the probationary period, worked the 
required number of hours, probation will automatically be extended until the probationer 
has worked the required number of hours.  The State Personnel Board (SPB) and the 
probationer shall be notified of an extension, in writing. 
 
Definition 
 
A probationary report (Report of Performance for Probationary Employees - STD 636) 
helps the supervisor and employee: 
 
• Adapt to his/her job and work environment 
• Recognize effective performance 
• Identify aspects of performance that could be improved 
• Be used as a tool for guidance in training grant permanent civil service status 
 
Responsibilities  
 

Attendance Clerk (AC) • Determines probationary due dates using the Notice of 
Personnel Action (NOPA) and 'alert' generated by ABMS 

• Tracks hours for permanent intermittent (PI) employees 
• Notifies supervisor one month prior to due date 

Supervisor • Receives ABMS alert for probationary report and annual 
performance appraisal 

• Completes the STD 636 meets privately with employee to 
discuss report 

• Obtains appropriate signatures 
• Distributes copies  
• Submit the form and any supporting documentation to OHR 

for filing 
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Probationary Periods/Performance Appraisals Continue 
 
Performance Appraisals 
 
The appraisal of work performance provides recognition for effective performance and 
identifies aspects of performance which could be improved. Performance appraisal is a 
continuing responsibility of all supervisors and supervisors should discuss performance 
informally with each employee as often as necessary to ensure effective performance 
throughout the year. Following the end of the employee’s probationary period, the 
supervisor must make an appraisal in writing and shall discuss with the employee overall 
work performance at least once in each twelve calendar months. 
 
Appraising the performance of employees is an important and continuous responsibility of 
supervisors at every level.  Supervisors should ensure that each employee understands the 
requirements of the job and the performance expectations that are used to measure 
success or failure in the job. 
 
DGS policy 
 
It is the policy of the DGS to evaluate the work and efficiency of a permanent employee 
(individual who has successfully passed his/her probationary period) at sufficiently frequent 
intervals to keep the employee adequately informed of progress on the job; generally, at 
least once in every twelve calendar months following the end of the employee’s 
probationary period. 
 
Performance appraisal shall be governed by the following: 
 

• The appraisal of work performance provides recognition for effective performance and 
identifies aspects of performance that could be improved 

• Performance appraisal is a continuing responsibility of all supervisors, and supervisors 
shall discuss performance informally with each employee as often as necessary to ensure 
effective performance throughout the year 

• Each supervisor, as designated by DGS, shall make an appraisal in writing and shall 
discuss with the employee overall work performance at least once in each twelve 
calendar months following the end of the employee’s probationary period for the purpose 
of informing the employee of (Individual Development Plan (IDP): 

 
 The caliber of the employee’s work 
 Helping the employee recognize areas where performance could be improved 
 Developing with the employee a plan for accomplishing such improvement 

 

• Each employee shall be given a copy of the written appraisal covering the employee’s 
own performance and is privileged to discuss it with DGS management before it is filed. 

 
Submission 
 
Once the form has been completed and signed by employee and supervisor, submit the 
form and any supporting documentation to OHR for filing. The employee retains a copy. 
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Probationary Periods/Performance Appraisals Continue 
 
ABMS IDP Alert 
 
DGS Supervisors receive Activity Based Management System (ABMS) emails notifying 
them of their employee’s IDP due dates and a link to the STD. 637 form.  (All employees 
should receive an IDP annually after completing their probationary period.)   
 
Example of ABMS IDP Alert 
 
-----Original Message----- 
From: ABMS R12 Production [mailto:NoReplyTo@dgs.ca.gov] 
Sent: Wednesday, July 13, 2011 1:30 AM 
To: Tiger Woods@dgs.ca.gov 
Cc: Mickelson, Phil@DGS; Palmer, Arnold@DGS 
Subject: Individual Development Plan (Std. 637) 
 
 
Hello Tiger Woods: 
 
In accordance with DGS Office of Human Resources (OHR) Personnel 
Operations Manual, the following employees are due for an Individual 
Development Plan (Std. 637) in August  2011. 
 
JOHN DALY 
 
This alert retrieves all Permanent Employees (except CBID 99) not 
currently serving a probationary period.  Performance Appraisals are not 
required for employees who completed a probationary period within six 
months prior to their birth date and their job performance is standard or 
higher.  For more information, please refer to the Personnel Operations 
Manual (POM) on OHR’s website at POM – IDP . 
 
Once you and your employee have discussed and signed the IDP, please 
follow your Division/Office instructions for forwarding the completed 
Std. 637 to OHR. 
 
Please do not reply to this alert as it was sent through an unattended 
mailbox.  Contact your office Attendance Clerk or the Training and 
Performance Enhancement Section for assistance, if needed. 
 
For a template of the IDP (Std. 637) form, please click on this link. 
DGS STD 637 
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Probationary Periods/Performance Appraisals Continue 
 
Example of STD 636 
Form is available at: www.osp.dgs.ca.gov. 
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Probationary Periods/Performance Appraisals Continue 
 
Sample of the Individual Development Plan (STD 637) (Front) 
 

Form is available at: www.osp.dgs.ca.gov. 
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Probationary Periods/Performance Appraisals Continue 
 
Sample of the Individual Development Plan (STD 637) (Back) 
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Compensation 
 
This Manual Section  
 
• Explains how an employee’s payroll is processed   
• Explains the process for preparation and releasing of payroll warrants 
• Identifies the types of salary increases and adjustments available to 

employees within State service 
• Holiday Pay 
 
   
 
 
This chapter contains the following topics: 
 

Topic See Page 
Payroll Warrants 118 
Preparation and Release of Payroll Warrants 118 
Overtime 119 
Work Week Group 121 
Travel Time 121 
Salary Increases and Adjustments 122 
Process of Approval  123 
Process of Denial of Adjustments  124 
Alternate Salary Range 125 
ABMS Email Alert 126 
Supervisor Certification of Salary Adjustment  
DGS OHR 609 

127 

Holiday Pay 128 
Working on Holiday 128 
PAL Holiday Entries 130 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 117            Revised 07/2016 
 



DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
Payroll Warrants 
The State payroll system was established with internal controls and processes to ensure 
compliance with the State Controller’s Office guidelines and with State Administrative 
Manual regulations.  Consequently, the preparation and distribution of payroll checks is a 
shared responsibility; with each department, unit and reporting unit supervisor performing 
an important function in the process of compensating the departmental employees. This 
section explains the responsibilities and departmental policies related to the release of 
regular and supplemental payroll warrants. 

Payroll warrant processing and release 

All payroll warrants for employees of the department are prepared by the State Controller’s 
Office.  Payments are based upon employee status and attendance information received 
from the department. Employees’ attendance information is keyed into the Project 
Accounting and Leave (PAL) system. For those Agencies who do not have access to the 
PAL system a STD 634 is submitted to PTU for the attendance information.  

Types of payments 

Warrants are received by the Accounting Unit and distributed to the reporting units for the 
following types of payments: 

 

• Monthly Salary Payments 

• Supplemental or corrected monthly salary payments 

• Overtime or excess hours payments 

• Salary payments to separated employees, including lump sum vacation/overtime 

• Salary advance checks 

• Merit award checks 

• Superior Achievement awards 

• NDL, IDL, or State Compensation checks 

• Miscellaneous pay, bonus, refund, or retroactive checks 
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Overtime 
 
Government Code Section 19851 states that it is the policy of the State that the workweek 
of the state employee shall be 40 hours, and the workday of state employees eight hours, 
except that workweeks and workdays of a different number of hours may be established in 
order to meet the varying needs of state agencies. It is the policy of the State to avoid the 
need for overtime work whenever possible. This policy does not restrict the extension of 
regular working hour schedules on an overtime basis in those activities and agencies 
where such is necessary to carry on the state business properly during a manpower 
shortage. 
 
The California Department of Human Resources (CalHR) rules, Fair Labor Standards Act 
(FLSA) and the bargaining unit agreements require compensation for various types of 
overtime. The rules relating to the type of overtime are determined by the work week group 
definitions.  
 
The CalHR laws and rules define “overtime” as authorized time worked in excess of the 
regularly scheduled work week. CalHR further defines “compensable” overtime as ordered 
overtime which is in addition to the regular work and which meets the standards for which 
cash compensation or compensating time off (CTO) is provided. 
 
Overtime Authorization 
 
Overtime must be authorized in advance, except in an emergency, by the employee’s 
manager or supervisor. This authorization must also be confirmed in writing not later than 
ten (10) days after the end of the pay period during which the overtime was worked. The 
department (DGS) shall maintain complete and accurate records of all compensable 
overtime worked by its employees. 
 
Overtime Compensation 
 
Overtime may be compensated on a cash or CTO basis at the discretion of the department 
(DGS) head or designee. Both parties agree and understand that a different type of 
overtime payment (cash or CTO) may be provided to employees at different times and may 
even be different for employees in the same or similar situations. However, in the event that 
the Department of Industrial Relations determines that this provision is inconsistent with 
Labor Code section 204.3, the parties agree to immediately meet and confer regarding the 
impact of that determination. 
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Overtime Continue 
 
Compensation Time Off (CTO) 
 
CTO for employees shall be earned on a time and one-half (1½) basis and may be 
authorized in lieu of cash compensation. If an employee is not allowed CTO within twelve 
(12) pay periods following the pay period in which the overtime was worked, payment shall 
be made for such overtime on the next payroll. 
 
When the employee wishes to use the overtime on a CTO basis, a request is given to the 
supervisor. The supervisor will approve or disapprove the request using the same 
standards as for any request for time off within the unit. 
 
Overtime payment types 
 
• Premium Pay  
 
Overtime hours worked in excess of 40 hours in the work week will be paid at time and 
one-half.  
 
• Straight Pay  
 
Overtime hours worked not in excess of 40 hours in a work week will be paid at the straight 
time rate. 
 
Important! Per PML 2009-014, Change in Overtime: For the purpose of computing the 
number of hours worked, time when an employee is excused from work because of 
holidays, sick leave, vacation, annual leave, compensating time off, or any other leave shall 
not be considered as time worked by the employee for the purpose of computing cash or 
compensating time off for overtime. Overtime hours worked within this work week will be 
paid at straight time. See PML via CalHR’s website link below:  
PML 2009-014 
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Overtime Continue 
 
Work Week Group 
 
A Work Week Group (WWG) defines the employees’ work week and overtime pay by 
classification.  
 
The chart below identifies the Work Week Group (WWG) definitions established under the 
Fair Labor Standards Act (FLSA). 
 

WWG Hours Worked Work Period  Compensation 
2 Under the provisions 

of the FLSA, only the 
time spent which is 
controlled or required 
by the State and 
pursued for the benefit 
of the State need be 
counted. 

Defined as a fixed 
and regularly 
occurring period of 
168 hours - seven 
consecutive 24-
hour periods. 

The method of 
compensation, cash or  
CTO, for FLSA overtime 
worked shall be at the 
discretion of the 
appointing power, 
pursuant to MOU 
provisions. 

E Employees are paid 
on a “salaried” basis 
and the regular rate of 
pay is full 
compensation for all 
hours worked to 
perform assigned 
duties.  

Shall not be 
required to 
document hours 
worked for payroll 
purposes. 

Shall not receive any 
form of additional 
compensation, whether 
formal or informal, 
unless otherwise 
provided by the 
provisions of this WWG. 

SE Work Week Group 
“SE” applies to 
classes and positions 
with an average work 
week of 40 hours. 

Hours of work in 
excess of the 
average work week 
are not 
compensable, and 
shall not be 
deemed overtime. 

The regular rate of pay is 
full compensation for all 
time that is required for 
the employee to perform 
the duties of the position. 

 
 
Travel time 
 
The travel time of employees who are covered by FLSA shall only be considered as time 
worked if it meets the definitions and requirements of travel time in sections 785.34 through 
785.41 of Title 29 of the Code of Federal Regulations. See link below:  
 
Code of Federal Regulations   
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Salary Increases and Adjustments 
 
This Manual Section  
 
• Defines the types of salary adjustments and alternate salary range available to 

employees within State service 
• Defines the conditions that have to be met for movement in a salary range  
• Explains the notification process when an employee is due to receive a salary 

adjustment    
 
 
Salary adjustments, both special in-grade (SISA) and merit (MSA) are based on the 
appointing authority’s (DGS) certification that the skill and productivity of most employees 
have increased significantly after a period of time on any job.  Periodic salary increases are 
intended to provide both an incentive for employees below the maximum of their salary 
range to achieve this normal growth and recognition of such growth as it is achieved.  It is 
not necessary that an employee’s performance be exceptional for him/her to receive a 
salary adjustment.  However, a salary adjustment should not be recommended when an 
employee’s job does not meet the normal growth expected by the department of employees 
with equal experience in the same kind job. 
 
Special In-Grade Salary Adjustment (SISA) 
 
A Special In Grade Salary Adjustment (SISA) is a salary increase from the first step to the 
second step in the range given at the completion of six qualifying pay periods or at the 
completion of 960 hours for intermittent employees. 
 
This increase, given at the discretion of the department, may be granted only to SISA 
classes. SISA classes are identified on the Civil Service Pay Scales and may be accessed 
via California Department of Human Resources (CalHR) website link: 
http://www.calhr.ca.gov/Pages/home.aspx 
 
All SISAs are effective on the first of the monthly pay period.   
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Salary Increases and Adjustments Continue 
Merit Salary Adjustment (MSA) 
 
Merit salary adjustment (MSA) is an annual increase equivalent to up to one step  (5%) in 
the salary range (not to exceed the maximum salary of the class) to which the employee is 
entitled if he/she meets the following conditions: 
 
The appointing authority (DGS) certifies that the employee 
 
(1)  has met the standards of efficiency required for the position  
(2)  is not paid at the maximum range of their salary  
(3)  has twelve (12) months of qualifying service or completion of 1,920 hours (for 
intermittent employees) after their:  
 
• Appointment; or 
• Last merit salary adjustment; or 
• Last special in-grade salary adjustment (SISA); or 
• Movement between classes which resulted in a salary increase of one or more steps 
 

ABMS Email Alert 

Supervisors and Attendance Clerks receive an Activity Based Management System 
(ABMS) email alert stating a MSA or SISA review is due for their employee.  It is important 
to ensure the Project Accounting and Leave (PAL) reflects the correct supervisor or the 
alerts could be misdirected.  These alerts generate approximately two months before an 
employee’s anniversary date and have a Supervisor Certification of Salary Adjustment 
(DGS OHR 609) form attached for convenience.   

MSA Approval 

MSA approvals require a Supervisor Certification of Salary Adjustment form (DGS OHR 
609) indicating the employee has met the quality and quantity of experience the position 
requires.  The AC will return the approved DGS OHR 609 form to the Office of Human 
Resources (OHR) Personnel Specialist (PS) by the end of the month preceding the salary 
increase effective date.   
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Salary Increases and Adjustments Continue 

MSA Denial 

Pursuant to DPA Rule 599.684, when employees have not met the standards of efficiency 
required for the position, their supervisor shall deny the employee’s MSA.   
 
The Supervisor must: 
 
1. Consult with their Office of Human Resources (OHR) Constructive Intervention Unit 

(CIU) regarding the denial and supporting documentation.   
2. Notify the employee of the denial, in writing, no less than ten days before the salary 

adjustment effective date.  The denial must include evidence to substantiate why the 
employee has not met the standards or has a poor work product.  Attach the 
notification to the DGS OHR 609 and document the date the employee was notified. 

3. Indicate the employee does not meet the level of quality and quantity expected for the 
position on the DGS OHR 609.  Specify when the MSA will be reconsidered, if 
applicable. (No less than three months.) 

4. Submit the DGS OHR 609 and substantiation to CIU for processing.   
If the employee’s performance improves after the subsequent review, submit the DGS 
OHR 609 to the PS indicating approval. 

Extending MSAs 

Supervisors should consult their C & P analyst regarding extending a MSA effective date if 
an employee’s inability to meet the standards of efficiency was due to a permanent or 
temporary separation.   A copy of the memo notifying the employee and the reason for the 
extension must be submitted to the PS.  Note:  Employees on permanent or temporary 
disability shall have the time counted towards their MSAs and SISAs. 

Worker’s Comp 

Employees on an approved Worker’s Compensation claim for over a year continue to 
receive MSAs as though they were still working.  MSA denials are only applicable for 
attendance or performance issues before or after an approved worker’s compensation 
claim.     

Appeal 

Employees may appeal within ten days, after receiving the denial, by following their 
bargaining unit grievance procedure.   

The employee may appeal to the CalHR 

 within fifteen days after having exhausted the departmental remedy, as outlined above. 

Note: Merit Salary Adjustments are system generated by SCO on the employee’s 
anniversary date unless an employee is off pay status.  MSA’s will be manually keyed by the 
Personnel Specialists when the employee is back on pay status. 
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Salary Increases and Adjustments Continue 
Alternate salary range 

An alternate range is an additional range of pay established for a class that represents 
compensation for: 

• Satisfactorily completing the duties appropriate for the class for the period of time 
noted in the criteria of the alternate range; or 

• Possessing the education/experience/skills/competencies as defined under each 
alternate range criteria for each class. 

A deep class is one in which an employee gains status in each range.  The employee 
moves from one range to the next by meeting the experience requirements listed in the 
alternate range criteria for the classification.  The employee does gain status in the 
alternate range as though each range were a separate classification 

Deep class alternate range changes 

A deep class alternate range change is a salary movement that is in lieu of promotion to a 
separate classification.  Movement to the next range is based on criteria specifically 
outlined Section 13 of the California State Civil Service Pay Scales. (Contact your 
Personnel Analyst for specifics.)  Generally, satisfactory performance at the lower (current) 
range for a set time period justifies movement to the next higher range. 
 
Qualifying pay period 
 
A qualifying pay period for a SISA or MSA is any pay period in which the employee is paid 
for 11 days or more. Intermittent employees must work 160 hours to have a qualifying pay 
period. 
 
Unpaid absences for more than 11 days that run from the end of one qualifying pay period 
into another qualifying pay period shall disqualify the second pay period. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 125            Revised 07/2016 
 



DEPARTMENT OF GENERAL SERVICES                                                                                                                              SECTION I 
ATTENDANCE CLERK MANUAL  
 
Salary Increases and Adjustments Continue 
Example of ABMS MSA/SISA alert 
 
-----Original Message----- 
From: ABMS R12 Production [mailto:NoReplyTo@dgs.ca.gov] 
Sent: Monday, March 28, 2011 2:31 AM 
To: Carter, Sean 
Subject: MSA/SISA TO CARTER, SEAN 
 
Hello SEAN CARTER 
 
The following employee(s) are eligible for a MSA/SISA: 
 
    TODD SMITH   MSA/SISA: 01-JUN-2011    Sup: REGGIE NOBLE 
  
A copy of this alert was sent to the supervisor(s) with the website address to the 
Supervisor’s Certification of Salary Adjustment (DGS OHR 609) template. 
Please assist the supervisors if they should have any question. 
 
Please do not reply to this alert as it was sent through an unattended mailbox. 
If you have any questions, please direct them to your HR Personnel Specialist. 
 
 
Example of ABMS Range Change email alert 
 
 

-----Original Message----- 
From: ABMS R12 Production [mailto:NoReplyTo@dgs.ca.gov] 
Sent: Saturday, May 01, 2010 6:23 AM 
To: Jordan, Michael J 
Subject: Range Change To JORDAN, MICHAEL J 
 
JORDAN, MICAEL J 
 
The following employee(s) are eligible for a range change as indicated below: 
 

BRETT FAVRE  Range Change effective 07/31/2010 
BARRY BONDS  Range Change effective 07/01/2010 

 
A copy of this alert was sent to the supervisor(s) with the website address to the 
Supervisor’s Certification of Salary Adjustment (DGS OHR 609) template. 
Please assist the supervisors if they should have any question. 
 
Please do not reply to this alert as it was sent through an unattended mailbox. 
If you have any questions, please direct them to your HR Personnel Specialist. 
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Salary Increases and Adjustments Continue 
Sample of Supervisor Certification of Salary Adjustment 
Form (GS-609) 
 
Form is available at: http://www.dgs.ca.gov/osp/Home.aspx 
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Holiday Pay 
 
 G.C. 19853(c) provides that all excluded and represented employees who work on a 
holiday are entitled to receive straight-time pay for actual hours worked and eight (8)* hours 
of holiday credit which is included as part of the employee’s regular pay warrant.  
 
*When the holiday falls on the employee’s regular scheduled day to work, the holiday credit 
included in the employee’s pay warrant is expended regardless of the hours worked.  
 
To clarify the interpretation above, the employee receives a full pay warrant including 8 
hours for the holiday regardless of the employee’s work schedule. If the employee is 
scheduled to work on the holiday, the hours in the pay warrant are then considered time 
worked (hour-for-hour). 
 
Holidays 
  
State employees are entitled to 11 State paid holidays each year. Please refer to the 
Official State Holiday Schedule posted on the OHR website: 
  
http://www.dgs.ca.gov/ohr/Resources/Toolkits/TimekeepingToolkit.aspx 
 
Holidays for rank and file employees are regulated by the employees’ Collective Bargaining 
Agreement (CBA), while government code regulates holidays for excluded employees. 
Refer to the Bargaining Contracts for holiday compensation.  
www.calhr.ca.gov 
 
Working on Holiday 
 
Holiday compensation is issued to employees for all hours worked on a holiday in 
accordance with his/her classification’s assigned work week group or bargaining unit 
contract.  
It is important to note that holiday compensation is a separate form of compensation and 
should not be misconstrued with overtime. The notable differences between the two 
compensations are shown below: 
 
 

Holiday Compensation Overtime Compensation 
 
• Holiday pay is compensated for 

time worked on the holiday. 
 
• Subject to retirement 

withholdings. 

 
• Overtime is compensated for time 

worked in excess of 40 physical 
hours in a work week. 

 
• Not subject to retirement 

withholdings. 
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Holiday Pay Continue 
 
Working on Holiday Continued 
 
 Work Week Group (WWG) 2 Employees:  When an employee is required to work on 
an observed holiday, the employee shall receive eight hours of holiday credit and one and 
one-half (1½) the hourly rate for all hours worked on the observed holiday (refer to the 
Holiday Pay Entries chart).  The method of compensation is at the State’s discretion and 
employees will be compensated in cash.  
 
 WWG 2 Employees (Part-time):  Part-time employees who are required to work on an 
observed holiday shall be entitled to compensation as follows:  a pro-rated amount of 
holiday credit as specified in the chart below, and one and one-half (1-1/2) compensation 
for all hours worked on the observed holiday.  Employees will be compensated in cash.   

 
 

CHART FOR COMPUTING HOLIDAY CREDITS FOR FRACTIONAL TIME BASE 
EMPLOYEES  

 
 

TIME BASE 
HOLIDAY CREDIT 

EARNINGS 
 

TIME BASE 
HOLIDAY CREDIT 

EARNINGS 
9/10 7.2 3/8 3.0 
7/10 5.6 1/4 2.0 
3/10 2.4 1/8 1.0 
1/10 0.8 4/5 6.4 
7/8 7.0 3/5 4.8 
3/4 6.0 2/5 3.2 
5/8 5.0 1/5 1.6 
1/2 4.0  

 
 

 Employees that are required to work overtime on a holiday are paid for all hours worked 
in excess of forty (40) straight time hours in the work week, in addition to any premium rate 
described above. 
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Holiday Pay Continue 

 
PAL Holiday Entries  
 
Please refer to the PAL website for the new Holiday Pay Entries chart which defines the 
proper method of posting holiday time worked in PAL. Employees must post time 
accordingly in order to be compensated timely for the holiday. 
 
http://inside.dgs.ca.gov/pal/Home.aspx 
 

 
 
 
Holiday Pay Report 
 
Holiday Pay is not generated automatically through an interface to SCO. It is manually 
keyed by your OHR Personnel Transaction Specialist around the 8th working day of the 
following pay period. ALL holiday time worked must be approved on or before the 
5th working day (3 days prior) to ensure timely payment of holiday compensation.  
 
When requested by the PTU Specialist, the Holiday Pay report will retrieve all physical time 
worked on holidays for employees. The report retrieves the number of work hours posted to 
PAL on the holiday, and enters it on the report for the PTU Specialist to key.  
 
If the PAL Holiday entries are posted correctly and approved timely, and the Holiday Pay is 
keyed by the PTU Specialist around the 8th working day as indicated above, employees can 
expect to receive their holiday pay in a separate warrant on approximately the 10th working 
day (2 days later) of the pay period. 
 
Due to compensable differences between holiday pay and overtime, holiday pay is not 
reflected on the PAL timesheet. Hours worked on a holiday are extracted from PAL and 
manually keyed by your OHR PTU Specialist. 
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Leave of Absence (LOA)/Leave Types 
 
This Manual Section  
 

• Defines the eligibility and reinstatement criteria for leave of absence  
• Identifies the  leave benefit types with a brief description  
• Describes the Attendance Clerk’s responsibilities in processing an employee’s 

LOA  
• Identifies the documents that need to be completed to initiate a leave or a 

disability claim 
 
 
This section contains the following topics: 
 

Topic See Page 
Unpaid Leave of Absence 132 
Eligibility for Leave of Absence 133 
Reinstatement from a Leave of Absence 133 
Request for Leave of Absence DGS OHR 28 135 
Types of Leaves, Policies and Programs   137 
Leave Types 141 
Family Medical Leave Act (FMLA) 145 
Catastrophic Leave (CAT) 162 
State Disability Insurance (SDI) 182 
Non-Industrial Disability Insurance (NDI) 191 
Workers Compensation (WC) 196 
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Leave of Absence (LOA)/Leave Types Continue 
 
A Leave of Absence (LOA) can be paid or unpaid leave that allows an employee to be off 
work for an extended period of time and return to his/her former position when the leave 
ends.  The criteria for granting an unpaid LOA are stated in Department of Personnel 
Administration (DPA) Rule 599.781 and in the Memoranda of Understanding (MOU).  
Approval of the request for leave of absence by the DGS is discretionary. It is the policy of 
DGS to comply with the provisions of the MOU and applicable CalHR laws, rules and 
regulations.   
 
Note: Pursuant to DPA Rule 599.781, “A leave of absence shall not be granted under this 
section to any employee who is accepting some other position in the State service; or who 
is leaving the State service to enter other employment except as hereto in provided; or who 
does not intend to nor can reasonably be expected to return to State service on or before 
the expiration of the leave.” 
 
Unpaid Leave of Absence 
 A department head or designee may grant an unpaid leave of absence for a period not to 
exceed one year. The employee shall provide substantiation to support the employee’s 
request for an unpaid leave of absence.  

Except as otherwise provided in subsection (a) below, an unpaid leave of absence shall not 
be granted to any employee who accepts some other position in State employment; or who 
leaves State employment to enter other outside employment; or does not intend to, nor can 
reasonably be expected to, return to State employment on or before the expiration of the 
unpaid leave of absence. A leave, so granted, shall assure an employee the right to his/her 
former position upon termination of the leave. The term “former position” is defined in 
Government Code section 18522.  

(a) An unpaid leave of absence may be granted for, but not limited to, the following 
reasons:  

 Union activity 
 For temporary incapacity due to illness or injury  
 To be loaned to another governmental agency for performance of a specific 

assignment  
 To seek or accept other employment during a layoff situation or otherwise lessen the 

impact of an impending layoff 
 Education 
 Research project 
 Personal or family matters 
 To run for public office  
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Leave of Absence (LOA)/Leave Types Continue 
 
Unpaid Leave of Absence Continue 
(b) Extensions of an unpaid leave of absence may be requested by the employee and may 
be granted by the department head or designee.  
 
(c) A leave of absence shall be terminated by the department head or designee:  

 At the expiration of the leave; or  
 Prior to the expiration date with written notice at least thirty (30) work days prior to 

the effective date of the revocation.  
 

Most common leave of absences requested: 
 

o Parental 
o Adoption 

 
Eligibility for Leave of Absence 
To be eligible for a leave of absence, the employee must have permanent or exempt status 
with a minimum of six months state service. 
A probationary employee may have regular leave of absence only if the probationer has 
completed six months in a class having a longer probationary period than six months; or if 
he/she was prevented from completing the probationary period because of entry into the 
military service.  
 
Reinstatement from a Leave of Absence 
When a leave of absence ends, an employee is guaranteed the right of return to his/her 
former position. “Former position” means either: 

 
• the last position which an employee held as a probationer, a permanent 

employee, or career, executive 
 or 

• a position to which the Department could have assigned an employee within a 
designated geographical, organizational, or functional subdivision, as determined 
appropriate 
 

Labor contracts provisions may vary regarding leave of absence. Refer to the appropriate 
bargaining unit agreement for specific eligibility provisions. Questions regarding the labor 
contracts may be directed to the Labor Relations Office. 
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Parental Leave 
A female employee unable to perform an essential function of her job due to pregnancy, 
childbirth, or a related medical condition may receive up to four months unpaid leave, as 
medically needed, under the Family Medical Leave Act. When the pregnancy disability 
leave ends, the employee may request up to 12 additional weeks of unpaid leave for 
bonding with her new child, under the California Family Rights Act (CFRA). 
Note: The State will continue the employee's health benefits for the first 12 weeks of this 
combined leave. 

A male spouse or male parent or domestic partner (as defined in accordance with Family 
Code section 297), who is a permanent employee, shall be entitled, upon request, to an 
unpaid leave of absence for a period not to exceed one year to care for his/her newborn 
child. The employee shall provide medical substantiation to support his/her request for 
parental leave.  

Note: The request must include the beginning and ending dates of the leave and must be 
requested no later than thirty (30) calendar days after the birth of the child. Any changes to 
the leave, once approved, are permissive and subject to the approval of the department 
head or designee. 

Important: During the period of time an employee is on parental leave, he/she shall be 
allowed to continue their health, dental, and vision benefits. The cost of these benefits shall 
be paid by the employee and the rate that the employee will pay will be the group rate. 

Adoption  
 

A department head or designee shall grant a permanent employee's request for an unpaid 
leave of absence for the adoption of a child for a period not to exceed one (1) year. The 
employee may be required to provide substantiation to support the employee's request for 
adoption leave. 
 

(a)  During the period of time an employee is on adoption leave, he/she shall be allowed 
           to continue their health, dental, and vision benefits. The cost of these benefits shall 

be paid by the employee and the rate that the employee will pay will be the group 
rate. 

 
    (b)  Existing leave credits may be used for the purpose of assuming custody of the 
          adopted child.  
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Request for Leave of Absence GS 28 
The form Request for Formal Leave of Absence, DGS OHR 28 is to be used to request the 
Formal Leave of Absence. All requests for a Leave of Absence (LOA) shall be granted or 
denied by the employee’s supervisor and Office Chief or client Agency Executive.  
 
The original copy of the DGS OHR 28 shall be forwarded to the Personnel Transactions 
Unit (PTU) along with any direct payment documents to continue the employee’s insurance 
benefits (health, dental, etc.).  If the request is denied, a copy of the denial letter must also 
be submitted with the DGS OHR 28. 
 
Employee The responsibility of the employee is: 

 
• to initiate a request for leave by completing a “Formal Leave of Absence” 

request form, DGS OHR-28 
• to provide a reason and a beginning and ending date of leave (not to 

exceed one year) 
• to forward the DGS OHR-28 to his/her immediate supervisor (provide 

substantiation when required or requested) 
• to request an extension when needed by completing a new DGS OHR-

28 and following this same procedure 
• to make arrangements with immediate supervisor regarding return date 

before the leave expires 
• to request “direct pay” forms from the Attendance Clerk (AC) to continue 

medical benefits and make direct payment to insurance(s) carrier(s) 
 

Supervisor The responsibility of the immediate supervisor is: 
 

• to refer to the applicable MOU for specific information on granting an 
unpaid LOA 

• to recommend LOA be approved or denied (must state reason why LOA 
should be denied) 

• if denied, to retain a copy of the DGS OHR-28 in the supervisor’s 
employee working file 

• to initiate RPA prior to the return of the employee 
 

Office Chief or 
Client Agency 
Executive 

The responsibility of the Office Chief or Client Agency Executive is: 
 

• to approve or deny request (must state reason for denial in writing) 
• to inform the employee of the status of the LOA 
• to forward approved request to assigned Personnel Specialist (PS) in the 

Personnel Transactions Unit (PTU) and retain the goldenrod copy 
• prior to the employee’s return, to forward the RPA to the C&P Analyst 

 

Personnel 
Specialist (PS) 

The responsibility of the PS is: 
 

• to document action to the employee’s employment history 
• to return approved copies of DGS OHR-28 to employee and Office/Client 

Agency (send original to the employee’s Official Personnel Folder (OPF) 
• to process appropriate direct payment insurance(s) 
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Request for Leave of Absence DGS OHR 28 Continue 
 
Sample of  Formal Leave of Absence Request DGS OHR 28 
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Types of Leaves, Policies and Programs 
 
The following discuss the various types of leaves, polices and programs available to eligible 
employees. 
 
Leave 
Benefits, 
Policies, & 
Programs 

Summary Related Rule, 
Law, or 

Regulations 

Bargaining 
Unit 

Eligibility Paid by 

 

Adoption 
Leave 

 

Any permanent employee may request and be 
granted a leave of absence without pay for the 
adoption of a child for a period not to exceed 
six months or one year as specified 

 

GC 
19991.6(c)(3) 
FMLA, CFRA 

 

1-21, Excluded, 
including 
Confidential 

 

All permanent 
employees 

 

Unpaid 

Annual Leave 
Program 

Eligible employees earn annual leave credits 
rather than sick leave and vacation credits 
and are eligible to receive enhanced Non-
Industrial Insurance (50% of gross salary and 
option to supplement with leave credits to 
75% or 100% of gross pay) 

GC 19858.4; 
19858.5- 
19858.7; 1984
9.10-.18;  

1, 5-10, 12-14, 
16-20, 
Excluded, 
including 
Confidential 

All employees 
who have accrued 
leave credits and 
have elected to 
participate 

Employer 
paid 

Bereavement 
Leave 

State employees are allowed paid time off if a 
specified member of their family dies. 
See MOUs  

GC 
19859.3, 1984
9.10-.18 

1-21, Excluded, 
including 
Confidential 

All permanent 
State employees 
and some 
probationary 
employees.  See 
your personnel 
office 

Employer 
paid 

Catastrophic 
Leave 
Program 

Allows eligible employees to receive 
donations of annual leave, vacation, 
compensating time off, personal leave, and/or 
holiday credits from other eligible employees 
when the receiving employee faces financial 
hardship due to injury or the prolonged illness 
of the employee, or specified family members 

CCR 599.925 1-21, Excluded, 
including 
Confidential. 
Unit 20 Special 
Schools - refer 
to your MOU 

All permanent 
State employees 
except for 
seasonal 
employees 

Donated 
leave 
credits 

Continuing 
Education 
Leave 

Employees in specified classes will be entitled 
to educational leave to obtain continuing 
education units.  The leave time can be taken 
up to the amounts specified by the class per 
fiscal year, subject to the operational needs of 
the department 

GC 21006 16, 19, 20 All employees in 
designated units 
and must be in a 
specific class 

Unpaid, 
unless 
MOU 
states 
otherwise 

Dependent 
Care Leave 

Employees may be granted an unpaid leave 
of absence for the purposes of providing 
personal medical care for the employee's ill or 
injured parent, spouse, child, stepparent, 
grandchild, grandparent, mother-in-law, 
father-in-law, daughter-in-law, son-in-law, or 
brother-in-law.  The employer is not required 
to maintain health, dental, or vision benefits 
and the leave is not job protected. 

GC 19991.1 20 All employees in 
designated units 

Unpaid 

Domestic 
Violence 
Leave 

Employees may take time off to seek medical 
attention for injuries caused by domestic 
violence, obtain psychological counseling 
related to the experience of domestic 
violence, obtain services from a domestic 
violence shelter, program, or rape crisis 
center, or to participate in safety planning to 
increase safety from future domestic violence 

Labor Code 
Section 230.1 

All All employees of 
employers with 25 
or more 
employees 

Employer 
paid 
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Types of Leaves, Policies and Programs Continue 

Leave 
Benefits, 
Policies, & 
Programs 

Summary Related Rule, 
Law, or 

Regulations 

Bargaining 
Unit 

Eligibility Paid by 
 

 

Elections 
 

Subject to collective bargaining, an employee 
who has been appointed as a member of a 
precinct board and who takes time off from 
state employment to serve as a member of 
the precinct board on election day shall 
receive payment of regular wages or salary for 
the election day 

 

DPA 599.930, 
GC 19844.7 

 

1, 9, 10, 11, 14, 
15, 17, 20, 21 

 

All employees in 
designated units 

 

Employer 
paid 

Enhanced 
Industrial 
Disability 
Leave 

An employee who loses the ability to work for 
more than 22 workdays on the 40-hour clock 
as the result of an injury incurred in the official 
performance of his/her duties may be eligible 
for a financial augmentation to the existing 
industrial disability leave benefits (IDL).  The 
intent of the program is to maintain, as closely 
as possible, the disabled employee's monthly 
take home pay 

DPA 599.799, 
GC 19871.2, 
19849.10-.18; 
 
LC 4800-4820 

6-8, 10, 16, 19, 
20, Excluded, 
including 
Confidential;  
 
 
 
1,3,4,11,12,13,
15,17,18,21 

The department's 
appointing power 
has the final 
decision regarding 
employee's 
eligibility for EIDL 

Employer 
paid 

Family Activity 
Leave 

Employees are permitted to use accumulated 
leave credits to attend family or school-related 
activities.  Departments are encouraged to 
provide flexible schedule arrangements to 
accommodate employee needs 

DPA 599.910 CSE Master, 
12, 13, 16, 
Excluded, 
including 
Confidential 

All permanent 
State employees 

Employer 
paid 

Family Crisis 
Leave 

Employees may use accumulated leave 
credits (including sick leave credits where 
appropriate) to attend to family crisis 
situations.  Departments are encouraged to 
provide flexible schedule arrangements to 
accommodate employee needs 

DPA 599.910 CSE Master, 
12, 13, 16, 
Excluded, 
including 
Confidential 

All permanent 
State employees 

Employer 
paid 

Family 
Medical Leave 
Act 

Entitles an eligible employee to take 12 weeks 
of paid or unpaid, job-protected leave each 
calendar year, regardless of how much FMLA 
has been taken during the past 12 months, to 
obtain care for their own serious health 
condition or to care for a seriously ill child, 
parent, or spouse.  Health coverage at the 
State contribution rate is continued for the 
duration of the leave 

GC 12945.1-
.2; Federal 
FMLA 1993 

All units, 
Excluded, 
including 
Confidential 

All State 
employees with 
12 months of 
service and 1,250 
hours in the 
previous 12 
months 

Unpaid 

Family School 
Partnership 
Act 

Allows an employee to take up to 40 hours per 
calendar year, not exceeding eight hours in 
any calendar moth of the year, to participate in 
activities at his/her child's school 

LC 230.8 All units, 
Excluded, 
including 
Confidential 

All State 
employees 

Unpaid 

Holiday-in-
Lieu 

Full-time employees shall be eligible to 
receive a total of 112 hours of holiday-in-lieu 
credit each calendar year.  Employees shall 
request and may receive approval to use the 
holiday-in-lieu in accordance with the annual 
leave and vacation scheduling provided in 
their agreement 

GC 19853.1 5 All employees in 
designated unit 

Employer 
paid 

Holiday 
Compensation 

In lieu of a normal holiday schedule, Unit 8 
employees receive 13 floating holidays, plus 
one personal holiday, with pay per calendar 
year. 
 
Employees shall be eligible to receive a total 
of 104 hours (112 hours for BU 12 and 13) of 
holiday-in-lieu credit each calendar year.  
Employees request an may receive approval 
to use this credit in accordance with annual 
leave or vacation scheduling provisions   

GC 19853.1 8 
 
 
 

 
12, 13, 16 

All employees in 
designated unit 
who are full time 
 
 
All employees in 
designated unit 
who are full time 

Employer 
paid 
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Leave 
Benefits, 
Policies, & 
Programs 

Summary Related Rule, 
Law, or 

Regulations 

Bargaining 
Unit 

Eligibility Paid by 

Industrial 
Disability 
Leave 

Provided to employees who are Public 
Employee's Retirement System (CalPERS) 
and State Teachers Retirement System 
(STRS) members and become temporarily 
disable because of a work-related injury 

GC 19869-
19877.1, 
19849.10-.18 

9, 19, 20, 21, 
Excluded, 
including 
Confidential 

All State 
Teachers' 
Retirement 
System and 
CalPERS 
members 

Employer 
paid 

Informal Leave An informal leave of absence without pay may 
be granted for a period not to exceed 11 
working days in a 22-day period 

GC 19991.1-
.2 

1-4, 6-8, 10-21, 
Excluded, 
including 
Confidential 

Employees who 
have permanent 
status 

Unpaid 

Jury Duty Employees may be absent with pay for jury 
duty provided they remit the jury fee to their 
department 

GC 19991.3 All units, 
Excluded, 
including 
Confidential 

All State 
employees 

Employer 
paid 

Mentoring 
Program 

Eligible employees may receive up to 40 
hours of mentoring leave per calendar year to 
participate in mentoring activities once they 
have used an equal amount of their personal 
time for these activities 

Executive 
Order W-132-
96 (4/96) 

1-3, 4, 7, 9-12, 
16, 19, 21 

All employees in 
designated units 

Employer 
paid 

Military Leave Employees are allowed only 30 days of paid 
time off for either short-term or long-term 
military leave.  Short-term military leave may 
be up to 180 calendar days; long-term leave is 
considered six months to four years 

GC 20990-
21002; MVC 
389-399.5 

All units, 
Excluded, 
including 
Confidential 

All State 
employees 

Unpaid 

Non-Industrial 
Disability 
Leave (NDI) 

A wage continuation program provided to 
employees who are unable to work due to an 
injury or illness that is not work related 

GC 19878-
19885, 
19849.10-.18 

All units, 
Excluded, 
including 
Confidential 

All employees 
who are CalPERS 
members and 
have at least six 
months of service 

Employer 
paid 

Parental 
Leave of 
Absence 

An employee may be granted up to one year 
of unpaid leave for purposes of pregnancy, 
childbirth, or care for a newborn child 

GC 19991.6, 
21013 

All units, 
Excluded, 
including 
Confidential 

All State 
employees 

Unpaid 

Personal 
Holiday 

Once an employee has completed six months 
of employment, each full-time employee 
becomes eligible for a personal holiday each 
fiscal year 

GC 19854 All units, 
Excluded, 
including 
Confidential 

Employees who 
have completed 
six months of 
employment 

Employer 
paid 

  Permanent employees of BU 8 shall accrue a 
personal holiday every calendar year.  
Nonpermanent employees in BU 8 shall 
accrue a personal holiday at the completion of 
every six qualifying pay periods, but may not 
accrue more than one personal holiday in ay 
12 consecutive pay periods 

GC 19854 8   Employer 
paid 

Personal 
Leave 
Program 

Personal leave shall be requested and used 
by the employee in the same manner as 
vacation or annual leave 

GC 19996.3; 
CCR 599.937 

All units, 
Excluded, 
including 
Confidential 

Employees who 
have available 
leave credits 

Employer 
paid 

Pregnancy 
Disability 
Leave (PDL) 

Unpaid leave for a period of actual disability 
caused by pregnancy, childbirth, or related 
medical conditions.  PDL is provided for a 
maximum of four months, as medically 
needed 

CCR, Title 2, 
Division 4, 
Sec 7291.2 

All units, 
Excluded, 
including 
Confidential 

All female State 
employees 

Unpaid 
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Types of Leaves, Policies and Programs Continue 

 

 
 
 
 
 
 
 
 
 
 
 

Leave 
Benefits, 
Policies, & 
Programs 

Summary Related Rule, 
Law, or 

Regulations 

Bargaining 
Unit 

Eligibility Paid by 

Sick Leave Employees appointed to permanent, limited-
term (LT), or temporary authorization 
appointment (TAU) positions are entitled to 
accrue sick leave credits.  Employees can use 
up to six months to care for an ill or injured 
family member, or any person residing within 
the immediate household.  Such absence 
shall be limited to six workdays per 
occurrence or, in extraordinary situations, to 
the time necessary for care until physician or 
other care can be arranged 

GC 19859, 
19861-19864, 
19866, 19143, 
19991.4 

1-21, Excluded, 
including 
Confidential 

All State 
employees who 
have balances 

Employer 
paid 

Transfer 
Leave Credits 
for Family 
Members 

Employees are permitted to transfer eligible 
leave credits between family members to care 
for ill family members, to provide leave credits 
for a family member who has serious health 
condition, or for parental or adoption leaves 

DPA 599.913 CSEA Units 
2,5,6,7,10,12,1
6,18,19, 
Excluded, 
including 
Confidential 

All permanent 
State employees 

  

Temporary 
Leave of 
Absence 

Temporary leave may be granted without pay 
to any employee for a period not to exceed 30 
calendar days 

DPA 599.781, 
GC 19991.1 

All units, 
Excluded, 
including 
Confidential 

All State 
employees 

Unpaid 

Unpaid Leave 
of Absence 

Employees may be granted an unpaid leave 
of absence for a period not to exceed one 
year for reasons including union activity, 
temporary incapacity due to illness, education, 
research project, or to be loaned to another 
governmental agency 

DPA 599.781, 
GC 19991.1 

1-4, 6-8, 10-21, 
Excluded, 
including 
Confidential 

All State 
employees, 
Excluded, 
including 
Confidential 
employees must 
have one year of 
service 

Unpaid 

Vacation All employees (other than those enrolled in 
Annual Leave) earn vacation credits based on 
years of State service 

GC 19858.1, 
19856, 
19856.1, 
19863, 
19991.4, 
19849.10-.18 

All units, 
Excluded, 
including 
Confidential 

All State 
employees with 
six months of 
service 

Employer 
paid 

Veteran's 
Educational 
Leave 

Eligible employees who served in the armed 
forces may, upon application, be granted an 
educational leave of absence without pay 

GC 21006; 
MVC 981-
981.7 

All units, 
Excluded, 
including 
Confidential 

All State 
employees 

Unpaid 
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Leave Types 
 
California State employees are eligible for several types of time off, below is a list of the 
most common leave benefits:  
 

• Bereavement 
• Military 
• Jury duty 
• ATO 
• Voluntary Personal Leave Program 

 
 

For additional information, you may refer to your bargaining unit's contract for specifics if 
you're a rank-and-file employee. If the contract provisions vary from the summaries 
below, the contract language prevails. 

 

Bereavement  
A permanent employee receives up to three eight-hour days (24 hours) of bereavement 
leave (per occurrence) upon the death of a person related by blood, marriage, or adoption, 
or of any person residing in the employee’s immediate household at the time of 
death.  Upon approval of the supervisor, if additional leave is necessary, an employee may 
use accrued/earned leave credits or take leave without pay.  When bereavement leave is 
necessary, the employee must notify his or her supervisor as soon as possible. 

Additional two days of leave shall be granted if the employee is required to travel over 400 
miles one way from his/her home. At the option of the employee, these two additional days 
can be taken without pay or charged against accrued/earned leave credits. 

For rank-and-file employees, contract provisions limit such leave for deaths of extended 
family members to 3 days per year. Bargaining Unit contracts may be accessed via the link 
below: 

http://www.calhr.ca.gov 

Post the time under the alias “BL”, for bereavement leave, on your Project and Accounting 
Leave (PAL) timesheet 
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Military  
 
“Military leave” means the leave of absence status of a permanent employee or probationer 
who leaves a position to serve in the armed forces of the United States in time of national 
emergency or state military emergency and who has the right under statutes relating to 
reinstatement of persons after military service to return to his position.  
Pursuant to GC section 19991.6, “During a state military emergency and subject to 
department rule, an appointing power may grant a leave of absence without pay to a 
permanent or probationary employee under his/her jurisdiction to: 
 

(a) engage in civilian war work pursuant to mandatory order of the agency of the 
United States or of the state having authority to make that order 

(b) assume active duty in the United States merchant marine 
(c) assume other duty rather than active duty to fulfill a military obligation pursuant to 

mandatory order of the agency 
(d) assume active full-duty for the American Red Cross; such a leave shall not 

exceed the period authorized in the order. 
 

The length of your military leave is the period of active duty plus one day for travel going to 
and returning from such duty, unless your orders already provide for additional travel time. 
Refer to the following Memos for additional information: 
 
HR Memo 06-013 Military Leave    
HR Memo 07-036A Military Service-Unpaid Spousal Leave 
HR Memo 08-014 FMLA Service Member Family Leave Amendment  
 
Jury Duty 
An employee can serve on a jury for any court. Employees who perform jury duty will 
receive their regular salaries.  
An employee whose work schedule is other than Monday through Friday, 8 a.m. to 5 p.m. 
must temporarily be adjusted until the employee is released from jury duty. Supervisors 
must provide a day shift work situation if the employee is not on jury duty for the full day.  
Employees will not lose shift differentials while serving jury duty. 
The employee will provide the following to the Attendance Clerk 
• A copy of the notice to appear for jury duty 
• Daily attendance slips from the Jury Commissioners’ Office 
 
If fees were received for other than mileage or meals, also submit: 
 
• An “approved” copy of your PAL timesheet reflecting the time used for Jury Duty, and 
• A personal check or money order for Jury Duty fees less travel or meal expenses 
 
Post the time served under the alias “J”, for jury, on your Project and Accounting 
Leave (PAL) timesheet 
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Jury Duty Continue 
 
The Attendance Clerk responsibilities:  

• Upon receiving necessary documents and payment for Jury Duty, verify all documents 
are present. 

• Do not accept a check containing the Court payment for Travel Expenses. 
• Enter the payroll Agency and Unit Code on the employee’s PAL Timesheet. 
• Mail or deliver the package to the following address: 

Department of General Services 
Office of Fiscal Services  
Attention: Receivable Unit 
707 3rd Street 10th Floor 
West Sacramento, CA 95605 

Administrative Time Off (ATO) 

Administrative Time Off (ATO) may be granted on a case-by-case basis as approved by 
DGS Director or designee, deemed to be in the best interest of the State.  It is the goal to 
make every effort to return the employee to the worksite either in their own division or an 
appropriate position in any other division. 
 
Government Code (GC) Section 19991.10 provides that no paid leave of absence for state 
employees shall exceed five working days without prior approval from CalHR. 

Program Supervisors and Managers may grant ATO for employees for the following 
reasons: 

 
1. Employee is a Precinct Election Board Worker (GC §599.930) 

             
2. Employee works or resides in a county where the Governor has declared a state of 

emergency (DPA Rule 599.785.5 authorizes up to five working days) 
 

3. Employee is called into service by the Office of Emergency Services (OES) for a 
search and rescue operation, disaster mission, or other life-saving mission 
conducted within the State (GC §19844.5 authorizes up to 10 calendar days) 
 

4. Employee’s physical work environment is considered temporarily hazardous or is 
detrimental to work productivity (e.g., equipment failure, building evacuation, gas 
leak) 
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Administrative Time Off (ATO) Continue 
 
Employees granted ATO of any type must use the appropriate ATO global alias to report 
their time in the Project Accounting and Leave (PAL) system.  Specific ATO PAL aliases 
are described below: 
 
ATO-ELECT  
 Employee is a Precinct Election Board Worker 
 

ATO-GOV-EMERG  
 Employee works or resides in county declared a State of Emergency 
 

ATO-OES  
 Employee is called to service by the Office of Emergency Services 
 

ATO-SAFE  
Employee works in an area deemed to be an environmental hazard and/or detrimental to work 
activity. 
Note: This is not the alias for workplace violence issues it is for situations where an employee places 
other employees at risk.     

ATO-OHR  
Constructive Intervention Unit has been consulted and has approved placing the employee off work 
due to sensitive and confidential personnel-related reasons 

For questions regarding ATO or to request ATO-OHR for an employee, please contact any 
member of the Constructive Intervention Unit. 

Voluntary Personal Leave Program (VPLP) 
Eligible full time employees may voluntarily participate in the VPLP program. Employees 
shall continue to work their assigned work schedule and shall have a reduction in pay equal 
to 5% in exchange of 8 hours of leave to be credited to their VPLP balance. 
 

- Part time employees shall be subject to the same conditions as stated above, on a 
prorated basis. 

- Intermittent employees shall be prorated based upon the number of hours worked in 
the monthly pay period. 

- Bargaining units 12 & 13 do not have the option to participate. 
 

• VPLP credits will be available to use on the 1st day of the following monthly pay 
period for each month in the VPLP program. 

• Employees cannot accrue more than 240 hours.  
 

– Applies to rank and file employees in bargaining units 1, 3, 4, 5, 
10, 11, 14, 15, 17, 20, 21, and all excluded employees. 

– Excluded employees may participate in the VPLP for 1 or 2 days. 
 

• Employees over the 240 hours cap will be deleted from participating in the 
program. 

• Once balance is reduced to 120 hours or less and employee has not 
participated in the program for a minimum of 1 year can request to re-enroll. 

• Request to enroll by completing the VPLP form and submit to PTU. 
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Family Medical Leave Act (FMLA) 
 
The Family and Medical Leave Act (FMLA) entitles eligible employees with up to 12 work 
weeks of unpaid, job-protected leave per calendar year (January 1st – December 31st). It 
also requires that their group health benefits be maintained during the leave. 
   
FMLA is designed to help employees balance their work and family responsibilities by 
allowing them to take reasonable unpaid leave for certain family and medical reasons. 

Employers must provide an eligible employee with up to 12 weeks of unpaid leave each 
year for any of the following reasons: 
 
 For the care of the employee’s child (birth, placement for adoptions, or foster care); 
 For incapacity due to pregnancy, prenatal medical care or child birth; 
 For the care of the employee’s spouse, son or daughter, or parent, who has a 

serious health condition; 
 For a serious health condition that makes the employee unable to perform his/her 

job; 
 For qualifying exigencies arising out of the fact that the employee’s spouse, son, 

daughter or parent (the covered military member) is on active duty or has been 
notified of an impending call or order to active duty in support of a contingency 
operation. 

 
An eligible employee has the right to 
 
 have group health insurance maintained during a period of FMLA leave under the 

same terms and conditions as if the employee had not taken leave and  
 be restored to the same or an equivalent position at the end of the FMLA leave. 

 
FMLA Notification Required  
 

If the employee is absent for three consecutive days or if the supervisor becomes aware of 
the employee’s need for leave, notify the FMLA coordinator for eligibility.  
 
Verify Eligibility 
 

The Attendance Clerk or supervisor should contact the FMLA coordinator via e-mail to 
verify eligibility by providing the following: 
 

• Employee name 
• Division 
• Daytime phone number0 
• Date leave is to commence 
• Reason for leave (i.e., self, family member, birth of child etc.) 

 

- If need for leave is for a family member, identify the relation of the family 
member 
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Family Medical Leave Act (FMLA)  
 
Employees’ are “eligible” if they have worked for at least one year and for 1,250 hours over 
the previous 12 months with the same employer (State of California). 
 
The FMLA coordinator will verify employee’s eligibility or ineligibility by returning the CalHR 
752   (Notice of Eligibility and Right and Responsibilities) to the requestor, employee, and 
supervisor. 
 
Forms 
 

Once eligibility has been established, one of the following forms will be provided by the 
FMLA coordinator with a letter of instructions to the requestor, employee and supervisor via 
email and sent to the employee’s home address: 

 
• CalHR 754   (Employee’s Serious Health Condition) 
• CalHR 755   (Family Member’s Serious Health Condition) 
• CalHR 756   (Military Family Leave) 
• CalHR 757   (Military Caregiver’s Leave) 

 
It is mandatory that a letter of acknowledgement provided by the AC or supervisor is 
signed by the employee and forward to the FMLA coordinator.  The letter of 
acknowledgement can be found in the HR memorandum 11:028 at: 
(http://www.dgs.ca.gov/ohr/Resources/HRPolicyMemos.aspx) 
 
Submission 
 

Return the completed certification by 15 calendar days from the date provided on the 
certification to the FMLA coordinator for “approval”.  The coordinator will complete and 
return the Designation Notice (CalHR 753) notifying the employee if FMLA is approved or 
denied to the requestor, employee and supervisor.  
 
Supervisor’s Role 
 

Once approved, the supervisor should meet with the employee and advise of expectations 
with regard to notification of absences, reporting (call-in) procedures, Project Accounting 
and Leave (PAL) entries, etc. 
The supervisor should coordinate with the AC to ensure employee’s leave usage is 
recorded accurately in PAL or on the STD 634. 
FMLA Coordinator Responsibility 
 

The FMLA Coordinator will track usage of FMLA and inform employee, supervisor and AC 
when usage has reached close to what was certified, or the 480 hours or 12 work weeks. 
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Family Medical Leave Act (FMLA) Continue 
 
Employee 
 

Employees may contact their supervisors or the FMLA coordinator for verification of their 
FMLA hours used. 
 
Important: DO NOT post PAL of FMLA alias until approval from the coordinator. 
 
For further information refer to the HR Memorandum 11:028 at: 
http://www.dgs.ca.gov/ohr/Resources/HRPolicyMemos.aspx 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Notice of Eligibility AND Rights and Responsibilities 
CalHR 752 (Front) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Notice of Eligibility AND Rights and Responsibilities 
CalHR 752 (Back) 

 
 
                                                                                        149                                                             Revised 07/2016  
 



DEPARTMENT OF GENEREAL SERVICES                                                                                                  SECTION II 
ATTENDANCE CLERK MANUAL 

Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Designation Notice  
CalHR 753 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Certification of Health Care Provider for Employee’s Serious Health Condition 
CalHR 754 (Page 1) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Certification of Health Care Provider for Employee’s Serious Health Condition 
CalHR 754 (Page 2) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Certification of Health Care Provider for Employee’s Serious Health Condition 
CalHR 754 (Page 3) 
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Leave of Absence (LOA)/Leave Types Continue 

Family Medical Leave Act (FMLA) Continue 
 
Certification of Health Care Provider for Family Member's Serious Health Condition 
CalHR 755 (Part 1) 
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Leave of Absence (LOA)/Leave Types Continue  
 
Family Medical Leave Act (FMLA) Continue 
 

Certification of Health Care Provider for Family Member's Serious Health Condition 
CalHR 755 (Part 2) 
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Leave of Absence (LOA)/Leave Types Continue  
 
Family Medical Leave Act (FMLA) Continue 
 
Certification of Health Care Provider for Family Member's Serious Health Condition 
CalHR 755 (Part 3) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Certification of Qualifying Exigency for Military Family Leave (Family and Medical Leave Act) 
CalHR 756 (Font) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 

Certification of Qualifying Exigency for Military Family Leave (Family and Medical Leave Act) 
CalHR 756 (Back) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
  
Certification for Serious Injury or Illness of Covered Service Member for Military FAMILY 
Caregiver Leave (Family and Medical Leave Act) 
CalHR 757 (Front) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Certification for Serious Injury or Illness of Covered Service Member for Military FAMILY 
Caregiver Leave (Family and Medical Leave Act) 
 

CalHR 757 (Back) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Family Medical Leave Act (FMLA) Continue 
 
Letter of Acknowledgement 
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Catastrophic Leave (CAT LV) 
 
It is the policy of DGS to grant catastrophic leave to all employees when an employee has 
exhausted all leave credits and is facing financial hardship due to a catastrophic injury or 
prolonged illness of him/herself or his/her family member, for parental leave or adoption 
leave, or due to the effect of a natural disaster by providing donations and transfer of 
eligible leave credits from other employees.  
Employees who have exhausted their leave credits due to a catastrophic event can 
request catastrophic leave. In such cases, DGS will set up a Catastrophic Leave bank for 
the employee to receive donated leave from other State employees. Donations are 
irrevocable but personnel offices may make exceptions if the donated time is not used.  
 
Catastrophic Injury or Illness 
An injury or prolonged illness which incapacitates the employee and creates a financial 
hardship because the employee has exhausted all sick leave and other paid time off.  
Any injury or prolonged illness may also include a family member per individual 
bargaining unit or DPA rule. 
 
Catastrophic leave permits salary and benefit continuation for employees who have 
exhausted all paid leave because of a serious injury or illness or the need to care for a 
seriously injured or ill family member.  
 
Catastrophic Natural Disaster 
 

This benefit is also available to an employee who has exhausted all leave credits, except 
sick leave, who resides in a county where the Governor has declared a State of 
Emergency because of a natural disaster. 
 
Donations 
 

Donated leave credits will be transferred in one-hour increments and used only when 
needed. Unused donated leave credits will be returned to the donor in 30 days. Leave 
credits that may be transferred include: 
 

• Vacation 
• Annual Leave 
• Compensating Time Off (CTO) 
• Holiday Credits 
• And under certain bargaining unit agreements, Personal Holiday Credits. 

 
Donations will be credited as Vacation or Annual leave as applicable.  
 
Refer to the Memorandum’s of Understanding (MOUs) for current incremental donations 
to transfer. 
 
Important! Sick Leave may not be transferred and as the receiving department, DGS does 
not accept donations of personal leave.    
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Leave of Absence (LOA)/Leave Types Continue  
 
Catastrophic Leave (CAT) Continue 
 
Transfer of Leave Credits 
Upon request of an employee and upon approval of the Catastrophic Leave 
Coordinator/Personnel Officer: 
 

Leave Credits Shall be 
Transferred… 

 

For Issues Relating to… 

Between family members  • Family Medical Leave (FMLA) 
• Parental leave 
• Adoption Leave 

From one or more employees to 
another employee 

Receiving employee faces financial hardship 
due to injury or prolonged illness of the: 
 
• Employee or 
• Employee’s child, parent, spouse, 

domestic partner, spouse’s parent or 
domestic partner’s parent, brother, sister 
or other person residing in the same 
household. 

 

 
Eligibility  
 

All State employees are eligible. Eligible leave credits may be transferred to a family member 
or to another employee who is on leave for a serious health condition, or for parental or 
adoption leave. Under this program, employees do not have to suffer a financial hardship to 
be eligible to receive donated leave credits. 
 

Employee’s CBID May Donate to… Use of Donated Credits 
Up To… 

Represented Employees  Represented and 
Excluded employees 
which includes classes 
designated by a CBID 
“U,” “C”; “M” (managerial 
defined in GC 3513e) or 
“S” (supervisory defined 
in GC 3522.1) 

Three (3) months period 
annually. If approved by 
the Personnel Officer, 
may be used up to six (6) 
months. 

Excluded Employees Represented and  non-
represented/Excluded 
employees 

Up to 12 continuous 
months for a single 
occurrence.  

 

 
There is no minimum State service requirement for eligibility.  
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Leave of Absence (LOA)/Leave Types Continue 
 
Catastrophic Leave (CAT LV) Continue 
 
Eligibility Continued 
 

Participation in the Catastrophic Leave (CAT LV) program may be authorized if all the 
following conditions are met: 
 

• The employee faces financial hardship due to injury or prolonged illness of the 
employee or eligible family member, or due to a natural disaster. 

• The employee has exhausted all leave credits (with the exception of sick leave in the 
case of a natural disaster). 

• The employee’s request (DGS OHR 903) to participate in the CAT LV program has 
been reviewed by the employee’s supervisor and approved by the Catastrophic 
Leave Coordinator and Personnel Officer. 

• MOUs do not provide for retroactive approval of CAT LV. 
 
If the employee is unavailable or incapacitated, a co-worker, family member, or other 
representative may file the request on the individual’s behalf if written permission is granted 
by the employee. 

Authorized Reasons 
For the purposes of transferring leave credits the following definitions shall apply:  
 

Donating Employee (Donor) 
Must…  

Receiving Employee (Recipient) 
Must… 

maintain a minimum balance of 80 
hours of paid leave time  
(PML 2001-043)  

have exhausted all leave credits 

Donate a minimum of one (1) hour 
and thereafter, in whole hour 
increments 
(Refer to MOUs) 

use donations based on date and 
time received (first in, first used). 
Unused donations will be returned to 
the donor in 30 days 

 

 
Excluded Employees 
 

If a department has approved a catastrophic leave request, an excluded employee may 
transfer vacation, annual leave, compensating time off or holiday leave credits to another 
employee who has suffered a catastrophic illness or injury or is unable to work due to the 
effect of a natural disaster on the employee's principal residence. An excluded employee 
may also receive catastrophic leave donations from other employees. The recipient 
employee must have exhausted all of his/her available leave to be eligible. 
 
Managerial/Supervisory employees may not receive donations from a 
represented employee except in cases of extreme hardship as approved by 
CalHR. 
 
For additional information, please refer to the Compensation Plus handbook via this link: 
DPA - Compensation Plus   

Reference:  DPA Rule 599.925 – 599.925.1 
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Employee 
 

In order to participate in the CAT program, an employee must submit: 
• a completed “Catastrophic Leave Request” form, DGS OHR 903, to his/her 

supervisor for authorization to receive donated leave credits, which includes 
physician’s verification of the injury or illness.  This should include the general nature 
of the illness or injury but not the diagnosis. The name and relationship of the person 
incapacitated if a family member, an estimate total time needed and estimate of their 
current leave balance. 

 

• In the case of a natural disaster, documentation that a “State of Emergency” has 
been declared by the Governor, which states the county affected, should accompany 
the request. 

 

• If the request is for transferring leave credits between family members, the required 
substantiation must be provided as specified in the appropriate Memoranda of 
Understanding (MOU) or CalHR Rule for the type of leave being used, e.g., Family 
Medical Leave, parental leave, etc. 

 

If the original time period authorized for receipt of donated leave credits is subsequently 
determined inadequate, a request for authorization to receive additional time, accompanied 
by a physician’s verification that additional time off for the catastrophic illness or injury is 
necessary, may be submitted by the employee for consideration.  The approval for receipt 
of additional leave credits, when added to the credits already received, shall not exceed the 
maximum time limits. 

Medical Substantiation 
 

A physician’s verification of the employee or the family member, which includes the general 
nature of the catastrophic injury or illness (not a description of illness, condition or 
diagnosis) and the prognosis (anticipated length of absence or estimated return date).  If 
catastrophic leave is required due to the injury or illness of the employee’s family member, 
the medical substantiation must include verification that the employee is needed to provide 
the care. 

Supervisor 
 

It is the employee’s supervisor responsibility to review the request for CAT LV (DGS OHR 
903), the Department’s policy and appropriate bargaining unit agreement (if the employee 
is represented). If all criteria of the policy are met, the supervisor will prepare the 
Supervisor Request for Catastrophic Leave Bank and forwards with the DGS OHR 903 and 
supporting documents to the Catastrophic Coordinator in Office of Human Resources 
(OHR). Once the request is approved by the Personnel Officer (PO), the supervisor will be 
provided a date of when all contribution must be received in OHR and will prepare and 
circulate the Solicitation for Catastrophic Leave Donation. If the employee requires more 
leave time than was originally donated, authorization from the PO must be provided before 
a second memo may be circulated soliciting donations. The procedure for sending the CAT 
Leave memo is available via this link:  CAT Leave Request Procedure  or see “Publicizing 
the CAT request” in the AC manual.  
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Catastrophic Leave (CAT LV) Continue 
 
Catastrophic Leave Coordinator  
 

Request for CAT and supporting documentation is submitted to the Catastrophic 
Coordinator for review to assure compliance with the applicable provisions and bargaining 
unit agreement. The Personnel Specialist will be contacted by the CAT coordinator to verify 
actual leave balances. After the review, documents will be forward to the Personnel Officer 
providing the findings to include the actual leave balances and a calculation of the actual 
time needed. 
 
Personnel Officer (PO)  
 

If the CAT request meets the requirements of the policy, the employee’s supervisor will be 
notified of the approval by the PO. The PO will agree on the size of the group from which to 
solicit contributions and agrees to a date all contributions must be received in OHR. If the 
request does not meet one or more of the requirements, the employee will be notified in 
writing and routes a copy to the supervisor. The PO will reach an agreement with the 
supervisor on appropriateness of extending leave. If a second circulation memo needs 
circulation, the PO will provide authorization to the supervisor to do so. Authorization for 
additional withdrawals must be approved by the PO if donated credits remain that may be 
applied. 
                               
Attendance Clerks (AC) 
 

When an employee is out on CAT the AC will complete the employee’s PAL, recorded any 
time worked and earned credits used.  For leave taken, record catastrophic leave if no 
accumulated credits remain. Submits PAL to employee’s supervisor for regular monthly 
processing. 
 
If the request for CAT is submitted to the AC, forward to the employee’s supervisor. 
 
Donating Employees  
 

An employee who would like to participate in donating to an employee, who is on CAT, 
must complete the contribution CAT Leave Donation Record form (DGS OHR 905) and 
routes the donation form to their Office of Human Resources and advise their supervisor of 
the amount of time transferred. The recipient Personnel Specialist must receive the DGS 
OHR 905 prior to the noted due date. 
 
Donations 
 

Eligible leave credits may be donated in accordance with DPA rule and individual 
bargaining unit agreements.  Employees wishing to donate leave credits must: 

• Submit a completed DGS OHR 905, “Catastrophic Leave Donation Record 
Form” to the donor’s Personnel Specialist, and 

• Have sufficient leave credits to cover the donation. 
 
 

The criteria for approval are described in DPA Rules 599.925, 599.925.1, and the appropriate MOU. 
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Catastrophic Leave (CAT LV) Continue 
 
Publicizing the CAT request 
The employee’s need for donated leave credits is publicized in the form of a 
memorandum signed by the respective Office Chief and addressed to DGS employees.  
Distribution is accomplished by following the “Procedure for Sending Catastrophic 
Leave Requests” established by the Enterprise Technology Solutions (ETS formerly 
ITS) 
 
http://www.documents.dgs.ca.gov/ohr/pom/Procedure4SendingCATleaverequests.pdf 
 

• The memorandum should include the employee’s name, branch/office/unit, 
number of hours being requested, and bargaining unit or non-represented status 
(see sample of Catastrophic Leave Announcement). 
 

• The memo should NOT specifically address the nature of the employee’s injury 
or illness. 

 
The requesting employee’s Attendance Clerk distributes the announcement as 
appropriate, based on input from the employee.  If the employee is requesting 
donations from other departments, a hard copy of the memorandum and “Catastrophic 
Leave Donation Record” (DGS OHR 905) will be sent to the participating departments. 
 
PTU – Personnel Specialist (PS) 
 

Upon receipt of the CAT forms, the Personnel Specialist in PTU processes the 
donations in accordance with policy. When PAL is received, the PS will determine how 
much catastrophic leave will need to be utilized. Donation will be processed in order of 
receipt and verification of leave balance record of donor (if DGS employee).  If the 
donor is not a DGS employee, the PS will contact the appropriate department of the 
donor’s personnel office for credits to be deducted. A list of names of all non-
anonymous donors will be sent to recipient. Donations will be process ONLY to cover 
the leave deficiency. When completed, the adjustment made will be noted on the 
donation form and a copy will be return to the donor as verification of the credits 
transferred. The original DGS OHR 905 will be filed in employee’s Official Personnel 
File. The remaining copy will be forward to donor agency if the employee does not work 
for DGS.  If the employee returns to work as planned, returns unused donations to 
donors with a notation as to why they were not needed. If employee needs additional 
time, requests instructions from the Personnel Officer.   
 
If a donation is received after the due date it will be return to the donor with a notation 
as to why it was not processed. 
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Catastrophic Leave (CAT LV) Continue 
 
Inter-Departmental  
 

Transfer of eligible leave credits between departments is permissible in accordance with 
the policies and procedures of the receiving employee’s department.  The PS will 
coordinate interdepartmental transfer of leave credits with the Personnel Office involved 
to ensure a smooth and accurate transfer of leave credits. 
 
Periodic Absences 
 

When, and if, an employee has an ongoing medical condition that requires periodic 
absences from work, e.g., to attend medical appointments, the employee may 
request/use CAT for this purpose.  The conditions are that the employee does not break 
the continuity of the CAT with dock, the employee uses all accrued leave credits before 
using CAT credits, and continues to work when not using accrued leave credits or CAT 
credits. 
 
EE On Disability 
 

Donated leave credits may be used to supplement Non-industrial Disability Insurance 
(NDI), Industrial Disability Leave (IDL), and Workers’ Compensation Temporary 
Disability Leave in accordance with existing DGS policy and procedures.  Employees 
who have leave credits restored as a result of IDL approval will retain the donated leave 
credits previously received for future supplementation. 
 
Employees receiving CAT donations earn state service, retirement benefits, and 
continue to accrue leave credits.  However, as in extended use of leave cases, 
probationary periods, Special-In-Grade-Salary Adjustments (SISA), Merit Salary 
Adjustments (MSA), and range changes may be affected by a prolonged absence. 
 
Termination 
 

Participation is terminated when one or more of the following has occurred: 
 

• The specific need no longer exists.  The participating employee’s supervisor will 
notify the Attendance Clerk when the need no longer exists, who in turn notifies 
the PS. 

• The employee has received and used donations for the maximum time limits 
allowed.  Three months or, upon approval, up to six months for a represented 
employee.  No more than 12 continuous months for a non-represented 
employee. 

 
Upon termination of the employee’s participation the Attendance Clerk will notify the 
affected employee and PS that leave credits are no longer being transferred. 
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Catastrophic Leave (CAT LV) Continue 
Sample of Catastrophic Leave Request form DGS OHR 903 
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Leave of Absence (LOA)/Leave Types Continue 
 
Catastrophic Leave (CAT LV) Continue 
 
Sample of Catastrophic Leave Donation Record DGS OHR 905 
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Catastrophic Leave (CAT LV) Continue 
Sample of Supervisor Request for Catastrophic Leave Bank 
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Catastrophic Leave (CAT LV) Continue 
 
Sample of Catastrophic Leave Announcement  
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Attendance Clerk’s Responsibilities 
Upon notification that an employee will be out on a possible leave of absence, all 
Attendance Clerks are expected to follow the steps outlined below. 
 
Document any or all communication received when an employee gives notice of  his/her 
intent to:  
 

• take a leave of absence from work and/or 
• file for NDI, SDI or IDL benefits 

 
Contact and communicate the employee’s type of leave request and effective dates to the 
assigned Personnel Specialist, Disability Unit Specialist or Return to Work Clerk (RTW)  
immediately upon the date of knowledge. 
 
Refer to the table below for the appropriate contact persons based on the type of leave.  
 

If the leave type is … Then notify the… 
Parental Leave FMLA Coordinator 
FMLA FMLA Coordinator 
Bereavement Leave Personnel Specialist 
CAT Leave CAT LV Coordinator 
Military Leave Personnel Specialist 
Non-Industrial Disability (NDI)  Disability Unit Analyst  
State Disability (SDI) Disability Unit Analyst 
Worker’s Compensation (IDL) RTW Coordinator 

 
 

Assist the employee in completing the necessary forms required to initiate their leave 
request or disability claim.  

Note: A listing of forms to be completed for the corresponding leave type is 
identified in this manual section.  
Respond to employees’ inquiries to the best of your ability by providing them with accurate 
information. 
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Attendance Clerk’s Responsibilities Continue 
 
Documents To Be Completed 
 

The table below identifies the initial documents that need to be completed by the 
employee, reviewed by the AC and submitted to the appropriate persons/units in OHR.  
 

Type of Leave  Required Documents  Submit to / Notify  
FMLA AC or employee’s manager must 

immediately notify the FMLA 
Coordinator to verify the 
employee’s FMLA eligibility 

FMLA Coordinator 

Bereavement 
Leave (BL) 

Employee’s written/verbal request 
for BL; requires supervisor’s 
approval 

PTU Specialist 

Catastrophic  
Leave (CAT) 

Employee’s written request for CAT 
leave; requires Office Chief or 
Designee approval on the DGS 
OHR 903 

CAT LV Coordinator 

Military Leave Military Orders PTU Specialist 
NDI DE 8501 – First Claim for NDI 

 
Disability Unit Specialist 

SDI DE 2501 - Claim for Disability 
Insurance Benefits 
 (sample of form on page 51) 

Disability Unit Specialist 

IDL  SCIF 3301- Employee’s Claim 
Form -  
SCIF 3067 - Employer’s First 
Report of Injury or Illness  

RTW Coordinator 
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Leave of Absence (LOA)/Leave Types Continue 
 
Sample of First Claim for NDI Form – DE 8501 
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Leave of Absence (LOA)/Leave Types Continue 
 
Sample of First Claim for NDI Form – DE 8501 Continue 
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Leave of Absence (LOA)/Leave Types Continue 
 
Sample of First Claim for NDI Form – DE 8501 Continue 
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Leave of Absence (LOA)/Leave Types Continue 
 
Sample of First Claim for NDI Form – DE 8501 Continue 
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Leave of Absence (LOA)/Leave Types Continue 
 
Sample of First Claim for NDI Form – DE 8501 Continue 
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Leave of Absence (LOA)/Leave Types Continue  
 
Sample of Employee’s Claim - Form SCIF 3301  
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Leave of Absence (LOA)/Leave Types Continue 
 
Sample of Employee’s Claim - Form SCIF 3067 
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State Disability Insurance Program 

State Disability Insurance (SDI) 

California State Disability Insurance (SDI) is a partial wage-replacement insurance 
plan for California workers. The SDI programs are State mandated and funded through 
employee payroll deductions. Workers covered by SDI are covered by two programs: 
Disability Insurance and Paid Family Leave. 

The Disability Insurance (DI) program provides affordable, short-term benefits to 
eligible workers who suffer a loss of wages when they are unable to work due to a non-
work related illness or injury, or due to pregnancy or childbirth. 

The Paid Family Leave (PFL) program was established for workers who suffer a loss 
of wages when they need to take time off from work to care for a seriously ill child, 
spouse, parent, registered domestic partner, or to bond with a new child.   

 
Important - The Notice to Employer of State Disability Claim Filed (Form DE2503) must 
be completed and verified by the employee’s assigned DTU Specialist and returned to 
EDD within two working days. Failure to respond to the DE2503 may delay or 
disqualify SDI benefits. 
 
Who Is Eligible 
Civil service rank and file employees in Bargaining units R01, R03, R04, R11, R14, R15, 
R17, R20, R21, E01, E03, E04, E11, E14, E15, E17, E20, and E21 are subject to 
mandatory SDI withholding. Retired annuitants are excluded from SDI withholding. 
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State Disability Insurance Program Continue 
 
Attendance Clerk 

When employees notify you of their intent to file for SDI benefits, follow the below 
procedures to ensure timely processing of their SDI claim.  
 

Notify your DTU Specialist once you have been informed by the employee is filing for 
SDI. Provide the employee with the SDI/PFL Packet DTU will send you. The packet 
contains the following documents: 
 

•   SDI/PFL Employee Responsibilities 
•   SDI Supervisor Checklist  
•   Employee SDI Reference Guide 

 
                         and the below documents may be accessed via these links:  
 

•   Formal Leave of Absence Request (DGS OHR 28)  
•   DE 2501 - Claim for Disability Insurance Benefits 
•   CalHR 752 - Notice of Eligibility 
•   CalHR 753 - Designation Notice 
•   CalHR 754 Certification of Health Care Provider (Self) 
•   CalHR 755 -  Certification of Health Care Provider (Family Member)  

 
 AC verifies leave balance with Personnel Transactions Specialist 

 

 AC provides employee with the State Disability Insurance Employee Options Checklist 
accessed at: http://www.documents.dgs.ca.gov/ohr/sdi/SDI eeoptionschklst.doc 

 

 Once the employees’ last day of work or last day on pay status has been verified, notify 
the assigned Personnel Specialist immediately to avoid any overpayments 

 

 Notify employees of their FMLA rights and direct them to our FMLA Clerk 
 

 Ensure that employees submit their absence plan to their supervisor for approval prior to 
their last day of work 
 

 While the disability claim is pending approval and if necessary, assist the employees in 
completing their time entry in PAL or the STD 634s for Boards and Commissions 
 

 In the employee’s absence while their disability claim is pending approval, enter leave 
usage and/or dock in PAL or on the STD 634s for Boards and Commissions. Submit 
these timely to the supervisors for approval prior to cut-off 

 

Important! If the employee is working while on SDI, timesheets must be completed 
accurately and submitted timely to the DTU specialist to request pay to issue. 

 

 If necessary, assist employees in completing the DE 2501  to initiate their disability claim  
 

Note: A listing of forms to be completed for the corresponding leave type is 
identified in this manual section. 

 

 Refer employees to their assigned Disability Transactions Unit (DTU) Specialist or for 
additional information, FAQs and to obtain/download applications, to the EDD website 
via this link:  http://www.edd.ca.gov/Disability/ 
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State Disability Insurance Program Continue 

Attendance Clerk Continued 
 

 Immediately notify the assigned DTU specialist of the employees return to work date 
including any restrictions or modified duties 

 
 Employees must provide a medical release to their supervisor upon their return to work 

 
 Any questions regarding the employee’s return to work date must be directed to the 

assigned DTU specialist 
 
Important! The Employment Development Department (EDD) does not provide the 
employees’ disability dates to the DTU Specialists. This information can only be obtained by 
the employees themselves. 
 
If AC receives claim form, s/he immediately forwards it to his/her Personnel Transactions 
Specialist (DO NOT COMPLETE). 

  

                                                                                        184                                                             Revised 07/2016  
 



DEPARTMENT OF GENEREAL SERVICES                                                                                                  SECTION II 
ATTENDANCE CLERK MANUAL 

Leave of Absence (LOA)/Leave Types Continue 
 
State Disability Insurance Program Continue 

Sample of SDI/PFL Employee Responsibilities Checklist 

 
STATE DISABILITY INSURANCE (SDI) / PAID FAMILY LEAVE (PFL) 

EMPLOYEE RESPONSIBILITIES CHECKLIST 
                 

1) Immediately notify your Supervisor (Supv) and Attendance Clerk (AC) of injury, illness or reason 
for absence.  

2) Request the State Disability Insurance (SDI)/Paid Family Leave (PFL) Employee Options 
Checklist from your Supv/AC and complete, sign, date and return to your Supv/AC.  

3) Submit an Absence Plan to your Supv/AC.  The Absence Plan identifies the approximate time 
you will be away from work due to your illness or injury.  The Plan must be approved by your 
supervisor and be in accordance with your bargaining unit contract. 

4) Contact EDD via phone call or internet to obtain applications for SDI or PFL 
5) EDD – SDI Unit DI for State Employees. 

a. (866) 352-7675 or http://www.edd.ca.gov/Disability/Disability_Insurance.htm  
6) EDD – PFL Unit for State Employees. 

a. (877) 238-4374 or http://www.edd.ca.gov/Disability/Paid_Family_Leave.htm               
7) Submit DE2501 to doctor or treating physician.  The DE2501 can be found at:  

http://www.edd.ca.gov/pdf_pub_ctr/de2501.pdf. If eligible, submit the FMLA - Medical 
Certification of Health Care Provider to your physician for completion and return to 
Supervisor/AC within 15 calendar days.  

8) Payment verifications must be provided to your Human Resources (HR) Office in order to 
receive timely leave credit supplementation payment(s). 

a. SDI/PFL Check Stubs 
b. SD/PFLI Notice of Computation from EDD(provides potential award information) 

9)  It is your responsibility to contact your supervisor to inform her/him of your leave request for 
disability and/or PFL in a timely manner and in accordance with any written or verbal instructions 
they may have provided or discussed with you.   

10)  For SDI provide a Medical Release to your immediate supervisor when returning to work   on or 
before the anticipated effective date of your return. 

11)  For SDI provide medical substantiation to your immediate supervisor if you are not able to return 
to work on your anticipated return date.  Substantiation for your extended absence must be 
provided to your immediate supervisor on or before your original anticipated date of return.      

  
I hereby acknowledge receipt of my responsibilities during my absence while on SDI. 
Employee Signature                                                 Date 
 
                                                                                  Home Phone 
NOTE:  Regardless of medical information provided by you or your doctor to the Employment 
Development Department for SDI purposes, it is your responsibility to keep your supervisor informed of 
your absence, including extensions of medical leave.  Your supervisor may require you to provide written 
substantiation from your medical practitioner.  FAILURE TO KEEP YOUR SUPERVISOR INFORMED 
OF YOUR ABSENCE MAY RESULT IN YOUR BEING MARKED ABSENT WITHOUT LEAVE (AWOL) 
DURING THE COURSE OF YOUR ABSENCE.   If you are AWOL for five consecutive working days, 
you may be subject to automatic resignation from State service.    
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State Disability Insurance Program Continue 
 
Sample of Formal Leave of Absence Request  
Form DGS OHR 28 
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Leave of Absence (LOA)/Leave Types Continue 
 
State Disability Insurance Program Continue 
Sample of SDI/PFL Employee Options Checklist 
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Leave of Absence (LOA)/Leave Types Continue 
 
State Disability Insurance Program Continue 

SDI Supervisor Checklist 
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State Disability Insurance Program Continue 

Employees Reference Guide to SDI/PFL Information 

EMPLOYEE’S REFERENCE GUIDE TO SDI/PFL INFORMATION 
 
 

The following “links” are provided to assist you with SDI and PFL information and the filing 
of your claim. 
 
To file a SDI and/or PFL claim, you may contact EDD at the following: 
 
EDD unit; SDI for State Employees 
(866) 352-7675 or www.edd.ca.gov 

 
SDI mailing address: 

P.O. Box 2168 
Stockton, CA 95201-2168 

 
EDD unit; PFL for State Employees 
(877) 238-4373 or www.edd.ca.gov 
 

PFL mailing address: 
P.O. Box 997017 

Sacramento, CA 95799-7017 
 
Please complete your claim form referencing employer’s address as: 

 
DEPARTMENT OF GENERAL SERVICES 

P.O. BOX 989052 
OFFICE OF HUMAN RESOURCES, 7TH FLOOR 

WEST SACRAMENTO, CA  95798-9052 
916-376-5457 

 
Your claim could be delayed if this address is not noted on your claim form. 
 
If you do not have computer access to navigate through these “links”, please request that 
your Supervisor print out the information. 
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Leave of Absence (LOA)/Leave Types Continue 
 
State Disability Insurance Program Continue 

Sample of Claim for Disability Insurance Benefits 
Form DE 2501 
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Leave of Absence (LOA)/Leave Types Continue 
 
Non-Industrial Disability Insurance 
Non-Industrial Disability Insurance (NDI) covers excluded employees and represented 
employees in bargaining units 2, 5, 6, 7, 8, 9, 10, 12, 13, 16, 18 and 19. Employees in other 
units are covered under State Disability Insurance for State Employees. 
 
An employee must be a current active member of the CalPERS, the State Teachers' Retirement 
System (STRS) or a full-time or part-time State Officer or employee of the Legislature. An 
employee must be in "compensated employment" (on pay status and not separated by a formal 
leave of absence). 
 
NDI pays part of your wages should you take a qualified leave, typically due to illness or injury. 
The State employer pays for NDI, the employee pays nothing.  
 
For twenty six (26) weeks, NDI provides: 
 

• 50% of your gross pay if you are enrolled in the Annual Leave Program 
• Up to $ 135.00 per week if you’re not 

 
Note: The employee may need to exhaust sick leave before NDI commences. Check employee’s 
bargaining unit contract for more information. 
 
Annual Leave and NDI 
 

Most enrollees in Annual Leave automatically become eligible for Enhanced Non-Industrial 
Disability Insurance. NDI is a form of insurance that provides income in case the employee 
suffers a non-work-related disability and can't work for an extended period. 
 
The chart below shows the advantages of Enhanced NDI over the basic NDI benefit. 
 

Basic NDI Enhanced NDI 
Pays $ 135/week for up to 26 
weeks 

You receive 50% of your gross 
salary up to 26 weeks 

No supplementation May supplement using leave credits 
up to 75 % or 100 % of their income 
level 
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Leave of Absence (LOA)/Leave Types Continue 
 
Non-Industrial Disability Insurance Continue 

Waiting Period 
 

There is a seven-day waiting period for the majority of represented and all excluded 
employees covered by NDI. To determine the waiting period, the appropriate bargaining 
agreement for the employee should be reviewed. Emergency room care does not 
constitute hospitalization and will not waive the waiting period. 
 

Important! This waiting period will be waived if the employee is confined in a 
hospital or nursing home at least one day. 

 
Attendance Clerk Responsibilities 
 

When employees notify you of their intent to file for NDI benefits, follow the steps in the 
table below to ensure timely processing of their NDI claim.  
 

Action 
Supervisor(s) must provide employees with the Benefits Option Package 

Note: In the supervisors absence, the DTU Specialist will provide the Benefits 
Options Package to the employee  
Verify if employees are eligible for enhanced NDI;  if so, inform employees of the 
benefits of enhanced NDI over the basic NDI  
Contact assigned PSS to verify employees’ leave balance 
Notify employees of their FMLA rights and direct them to the FMLA Clerk for eligibility 
verification 
Assist employee(s) in completing sections A and B on DE 8501 to initiate their 
disability claim. Section C is completed by the medical provider  
If necessary, assist employees in completing health and/or dental forms to initiate any 
changes in coverage 
Verify that employees time is accurately entered in PAL 
If necessary, assist employees in completing their time entry in PAL or STD 634 for 
Boards and Commissions 
In the employees absence, enter leave usage and/or dock entry in PAL or complete 
the STD 634 for Boards and Commissions and submit for their supervisor’s approval  
 
Important! If the employee is working while on NDI, timesheets must be 
completed accurately and submitted timely to the DTU Specialist for pay to 
issue. 
 

 

 

 

 

                                                                                        192                                                             Revised 07/2016  
 



DEPARTMENT OF GENEREAL SERVICES                                                                                                  SECTION II 
ATTENDANCE CLERK MANUAL 

Leave of Absence (LOA)/Leave Types Continue 
 
Non-Industrial Disability Insurance Continue 

Attendance Clerk Responsibilities Continue 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Action 
If applicable, coordinate CAT or Family leave donations with the DTU Specialist 

Ensure that employees submit their absence plan with their supervisor’s approval 
and other forms required to initiate their claim, as applicable 
Refer employees to their assigned DTU specialist or for additional information or 
FAQs, to the EDD website via this link:  
EDD -  Disability Insurance  
 
Notify the assigned DTU Specialist of employee’s return to work date, if known, 
including any restrictions or modified duties 

If applicable, ensure that employees provide a medical release upon their return to 
work 

If the  return to work date is unknown, the AC must contact their assigned DTU 
Specialist to confirm the employees disability end date 

Refer to the link below to access the  NDI - Employee, Attendance Clerk and 
Supervisor’s Responsibilities  
NDI-  Employee/AC/Supervisor Responsibilities 
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Leave of Absence (LOA)/Leave Types Continue 
Non-Industrial Disability Insurance Continue 
To ensure timely processing of employee’s NDI claim, all Attendance Clerks must use the 
NDI Disability Leave checklist which is included in the Benefits Options Package sent to you 
by the Disability Unit.   
 
Sample of NDI Employee/AC/Supervisor Responsibilities (Front) 
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Leave of Absence (LOA)/Leave Types Continue 
 
Non-Industrial Disability Insurance Continue 

Sample of NDI Employee/AC/Supervisor Responsibilities (Back) 
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Leave of Absence (LOA)/Leave Types Continue  
 
Workers’ Compensation  
The Workers’ Compensation (WC) Program is a no-fault system that provides assured and 
fixed benefits to State employees injured on the job or become ill due to their jobs. 
 
The WC Program provides compensation to employees for work-related injuries or illnesses, 
including medical treatment, temporary payment of lost wages, and permanent disability 
payments. 
 
All State employees are covered by workers' compensation.   
 
The cost of this protection is completely paid by the State of California. The employees make 
no contribution.  Benefits are tax-free and not subject to Social Security deductions. 
 
The first 24-hour period (3 working days) following an employee’s date of injury is called a 
“waiting period.” During the waiting period, the employee must use leave credits or dock to 
supplement the time. 
 
Waiting Period 
 

There are some important facts about the waiting  period: 
 

• The waiting period is waived if the employee is hospitalized or off work more than 14 
calendar days 

• For IDL purposes, the waiting period must be 24 hours and can be counted in hourly 
increments 

• It is possible to have lost time 14 calendar days from work and not have met the 24-
hour waiting period 

• If the employee does not miss more than 24-hours (3 working days) of work after the 
date of injury, leave credits will not be restored. 

  
  
RTW Clerks Responsibilities 
 

The Return to Work Clerk (RTW) in OHR is responsible for assisting employees with the 
workers’ compensation process. The Clerk assists DGS employees who have sustained 
work- related injuries or illnesses; assists management staff with the administration of the 
workers’ compensation process; and monitors workers’ compensation cases with the 
objective of returning injured employees to work as soon as possible. 
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Leave of Absence (LOA)/Leave Types Continue 
 
Workers’ Compensation Continue 

Employee Responsibilities 
 

All DGS employees are expected to: 
 

• Follow safe and healthy workplace practices 
• Obtain appropriate first aid and/or call for authorized medical personnel 
• Report any workplace injury/illness to their supervisor within 24 hours of the incident 

 
 
 
If the … Then… 
Employee experiences an injury/illness 
at work that does not require medical 
treatment beyond first aid AND without 
loss of time from work 

Report the injury/illness to his/her supervisor 
within 24 hours of the incident 
▪ Complete employee’s portion (lines 1-8) of 
Employee’s Claim for Workers’ Compensation 
Benefits form SCIF e3301 
▪ Deliver the completed SCIF 3301 to his/her 
supervisor within 24 hours 

Employee experiences an injury or 
illness at work that results in lost time 
beyond the  date of  injury and/or results 
in medical treatment beyond first aid 

▪ Report the injury/illness to his/her supervisor 
within 24 hours of the incident  
▪ Complete employee’s portion (lines 1-8) of 
Employee’s Claim for Workers’ Compensation 
Benefits form SCIF e3301 
▪ Deliver the completed SCIF 3301 to his/her 
supervisor within 24 hours of knowledge of 
injury 
▪ Provide the supervisor with all the medical 
documentation relating to the injury/illness  
▪ Properly document absences in PAL or STD 
634 attributed to workers’ compensation 

Employee is unable to return to 
regularr/full duty 

▪ The medical substantiation must specifically 
identify any work limitations and provided to the 
RTW Clerk 

Employee is able to return to 
modified/alternate work 

▪ Contact his/her supervisor immediately to 
discuss possible modified/alternate work 
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Leave of Absence (LOA)/Leave Types Continue  
 
Workers’ Compensation Continue 
 
Attendance Clerks Responsibilities  
 

When an employee notifies you (the program) of a work-related injury and his/her intent to file 
for workers’ compensation benefits, refer to the steps in the table below to ensure timely 
processing of his/her claim. 
 

Action 
 
Within 24 hours of receiving notice or knowledge of an injury or illness, provide employees personally or by 
first-class mail, an Employee Claim Form (SCIF 3301).  You may also provide the employee with the I've Just 
Been Injured on the Job, What Happens Now? Publication (located on CalHR website) 
 
 
Employees must acknowledge receipt of the SCIF 3301 by signing the Acknowledgment of Receipt form 
 

Important! You cannot require the employee to complete the SCIF 3301 if they elect not to. However, 
you must ask them to sign the Acknowledgment Receipt of the SCIF 3301 
 
 
If the employee is unavailable, the Supervisor(s) must complete the bottom section of the Acknowledgment 
Form certifying the date the SCIF 3301 was sent via ‘certified mail’ 
 
 
Within one day after an employee files a claim form, the law requires the employer to authorize medical 
treatment as required and limited by law, until the claim is accepted or rejected 
 
 
When the employee returns the completed SCIF 3301, give the employee the copy marked “Employee’s 
Temporary Receipt” and then complete the employer’s section   
 
 
Once you (supervisor) have completed the form, provide a copy to the employee within one working day of 
receipt of the form and forward the remaining forms to the RTW Clerk  
 
 
Within 24 hours of notice or knowledge of an injury or illness, supervisor must complete form SCIF e3067 
Employers Report of Occupational Injury or Illness via entry into ABMS Injury Report 
 
 
Once report is entered into ABMS, an alert is generated to the Return to Work (RTW) Clerk and the assigned 
DTU Specialist  
 
 
The RTW Clerk will communicate all questions and/or forward all correspondence regarding the employee’s 
injury to the employee’s supervisor (not the employee)  
 
 
Any questions regarding the employee’s time entry in PAL will be directed to the assigned DTU Specialist 
 
 
If the  return to work date is unknown, the AC must contact their assigned DTU Specialist to confirm the 
employees disability end date  
 
 
Employees’ leave restorations will be processed by the DTU Specialists. Any questions regarding this matter 
may be directed to your assigned DTU Specialist 
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Leave of Absence (LOA)/Leave Types Continue  
 
Workers’ Compensation Continue 

Important! In the event of an on-the-job injury, supervisors must ensure employees 
receive prompt and proper medical care, if such care is believed necessary by either 
the supervisor or the employee. 
 
 
Who can you contact if you have additional questions or concerns?  
 

• Your department’s Return to Work Clerk 
• Your State Fund claims adjuster 
• The Department of Industrial Relations, Division of Workers’ Compensation web site:  

www.dir.ca.gov/dwc/InjuredWorker.htm 
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Civil Service Employee Benefits 
The California Department of Human Resources (CalHR) is responsible for administering 
many benefits for state employees. In the following sections you will find basic information 
regarding most benefits available to state employees. Detailed benefit information can be 
found on the CalHR website. The California Public Employees’ Retirement System 
(CalPERS) administers most retirement and all health plans for state employees. 
 
 
This part contains the following topics: 
 

Topic See Page 
CalHR New Employee Benefits Orientation 201 
Essential Benefits 201 
Optional Benefits and Services 203 
Automatic Benefits 204 
Open Enrollment 204 

 
 
CalHR New Employee Benefits Orientation 
 
CalHR’s website provides the New Employee Benefits Orientation, an interactive resource 
designed to allow employees to read about Benefits and Services and research 
Informational Topics related to their State job.  The resource provides employees a checklist 
to ensure all benefits are reviewed by the employee.  
 
Additionally the  CalHR and CalPERS websites are the best resources to use when 
providing employees with benefits information.  
 
Essential Benefits 
 
The Essential Benefits category is considered the highest priority for new employees. Active 
employees who work at least half-time or greater with an appointment of six months and one 
day are eligible for Health Benefits or an appointment of six months or more are eligible for 
dental, vision and FlexElect benefits; eligibility details for Permanent Intermittent (PI) 
employees is provided in the Health and Dental Benefits Section of this manual. 
 
Eligible employees have 60 calendar days from the date of appointment or a qualifying 
event to enroll, add or delete dependents, and make qualifying changes in a health plan, or 
may do so during an Open Enrollment period. 
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Civil Service Employee Benefits Continue 

Essential Benefits Continue 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are other documents that may be required for newly-hired employees and must be 
submitted to personnel, such as: 
 

• Medical Provider Network 
• Military Service Declaration 
• Oath of Allegiance 
• Employment Eligibility Verification Form I-9 (Required by Federal Law) 
• Race/Ethnicity Questionnaire (voluntary) 
• Disability Questionnaire (online submission) 
• Electronic Communication and Software Policy User Consent Form (typically relates 

to computer use and communication)  
• Emergency Contact Information Form  
• Incompatible Activity Statement (forbidden activity)  
• Sexual Harassment Information Form  

 
For more information on these documents refer to “Appointments” in the Attendance Clerk Manual. 
 
 
 
 
 
 
 
 
 

Benefit Administered by Enrollment 
Health CalPERS Form Submitted to 

Personnel 
Dental CalHR Form Submitted to 

Personnel 
Vision Care Program CalHR Automatic (exception, 

PI must enroll) 
Consolidated Benefits 
(CoBen) and CoBen 
Cash Option 

CalHR Form Submitted to 
Personnel  

FlexElect Cash Option, 
Medical and Dependent 
Care Accounts 

CalHR Form Submitted to 
Personnel  

Beneficiary Designation  
(PERS-BSD 241) 

CalPERS Form Submitted to 
CalPERS 

Employee Action 
Request (EAR) (STD 
686) 

CalHR Form Submitted to 
Personnel 
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Civil Service Employee Benefits Continue 

Optional Benefits and Services 
 
The second level of benefits to be considered by employees are the optional benefits, 
however, based on the employees’ needs, they may be as important as the essential 
benefits for many employees. These benefits need to be reviewed by eligible employees to 
allow them the opportunity to participate in those benefits if desired. 
 

Benefit Administered by Enrollment 
Savings Plus (401(k) and 457) CalHR Online enrollment by employee 
ScholarShare College Savings Plan  Employee enrollment online through the 

ScholarShare program 
Direct Deposit (STD 699) SCO Form Submitted to Personnel 

• Employees are required to have/maintain a 
minimum leave balance to enroll in the Direct 
Deposit Program. See HR Memo 11-
26  http://www.dgs.ca.gov/ohr/Resources/HR
PolicyMemos.aspx 

Pre-Tax Parking (Cal-HR 682) CalHR Form submitted through Parking administrator or 
Personnel (form used  is based on Pre-Tax 
Program offered) 

Annual Leave (CalHR 875) CalHR Election document submitted to Personnel 
Long Term Disability (LTD) Ins. 
(Excluded Employees Only) 
 
https://www.standard.com/mybenefits/
california/ 

CalHR Form submitted to Personnel  
 

Long-Term Care Program (Enrollment 
is Temporarily Closed) 

CalPERS If you are enrolled in the CalPERS Long-Term 
Care Program and have 
premiums deducted from your paycheck, you will 
need to call the Program’s 
Customer Service line at (800) 982-1775 to find 
out how to continue payment of your premiums 
after retirement. 

Consolidated Omnibus Budget 
Reconciliation Act (COBRA) 

Personnel Office Forms submitted to Personnel 

Group Legal Services Insurance Plan CalHR Form submitted to Personnel 
• During Open Enrollment (March-April). 
• Newly eligible employees have 60 

calendar days from their effective date of 
hire/eligibility. 

Safe at Home-Address Protection California Secretary 
of State 

Refer to the following website: Safe at Home 
Welcome - California Secretary of 
State http://www.sos.ca.gov/safeathome/ 

Request Non-Disclosure of Home 
Address (STD 677) 

 Form submitted to Personnel 

Designation of Person to Receive 
Warrants (STD 243)  

 Form Submitted to Personnel with appointment 
documents 

The Work Number Employment and 
Income Verification 

CalHR Call 1-800-EMP-AUTH (1-800-367-2884) or 
contact Personnel 

Variable Work Schedule or Alternate 
Work Schedule (AWS) 

DGS Contact your supervisor 

Authorization to Use a Privately-
Owned Vehicle on State Business 
(STD 261) 

DGS Contact your supervisor 

Voluntary Personal Leave Program 
(Specific Bargaining Units) 

CalHR/DGS Form Submitted to Personnel 
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Civil Service Employee Benefits Continue 
 
Automatic Benefits and Available Services 
 
The third levels of benefits to be reviewed are Automatic Benefits and Services. These 
benefits either take effect automatically or are available depending on the need of the 
employee.  
 

• Paychecks 
• CalPERS Retirement 
• Alternate Retirement Program 
• Part-time, Seasonal and Temporary Program (PST) 
• Employee Assistance Program (EAP) 
• Sick Leave 
• Family Medical Leave 
• Bereavement Leave 
• Catastrophic Leave 
• Vacation Leave 
• Military Leave 
• State Holidays and Personal Holiday 
• Worker’s Compensation – Industrial Disability Leave (IDL) 
• Non-Industrial Disability Insurance (NDI) 
• State Disability Insurance (Specific Bargaining Units) 
• Basic Group Life Insurance (Excluded Employees Only) 
• Travel and Accident Insurance (Excluded Employees Only) 
• Jury Duty 

 
The final level of information provided in the new Employee Orientation includes various 
topics for employees to review. 
 
Open Enrollment 
 
Open enrollment periods are scheduled annually for various benefits during the year.  
Departments will be notified of open enrollment procedures prior to each open enrollment 
period. Eligible employees may enroll in a plan, change plans, and/or add/delete 
dependents during an open enrollment period. 
 
The following benefits hold annual open enrollment periods during the year: 
 
 Health Benefits 
 Dental Benefits 
 Vision Benefits 
 Consolidated Benefits (CoBen) Cash Option 
 FlexElect Cash Option 
 FlexElect Medical & Dependent Care Reimbursement Accounts 
 Annual Leave and Sick Leave/Vacation Programs 
 Long Term Disability (Excluded Employees Only) 
 Group Legal Services Insurance Plan 

 
Refer to the “Open Enrollment” section of the Attendance Clerk Manual for detailed information. 

                                                                  204                                               REVISED 07/2016 
 



                  DEPARTMENT OF GENERAL SERVICES                                                                                                                               SECTION III            
                  ATTENDANCE CLERK MANUAL 

  
Civil Service Employee Benefits Continue 
 
Sample of Direct Deposit Form - STD 699 (Front) 
 

 
  
Note: The box in section C must be check and completed; incomplete documents will be sent back for 
completion and will delay the process. 
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Civil Service Employee Benefits Continue 
 
Sample of Direct Deposit Form - STD 699 (Back) 
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Civil Service Employee Benefits Continue 
 
Sample of Pre-Tax Parking  - Cal-HR 682 (Front) 
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Civil Service Employee Benefits Continue 
 
Sample of Pre-Tax Parking  - Cal-HR 682 (Back) 
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Civil Service Employee Benefits Continue 
 
Sample of Annual Leave Form - CalHR 875               
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Civil Service Employee Benefits Continue 
 
Sample of Long Term Disability Form 
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Civil Service Employee Benefits Continue 
 
Sample of Group Legal Services Insurance Plan (First page) 
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Civil Service Employee Benefits Continue 
 
Sample of Group Legal Services Insurance Plan (Second page) 
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Civil Service Employee Benefits Continue 
 
Sample of Group Legal Services Insurance Plan (Third page) 
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Civil Service Employee Benefits Continue 
 
Sample of Request Non-Disclosure of Home Address Form - STD 677 
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Civil Service Employee Benefits Continue 
 
Sample of Designation of Person(s) Authorizes to Receive Warrants -  STD 243 
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Civil Service Employee Benefits Continue 
 
Sample of Authorization to Use a Privately Owned Vehicle on State Business 
STD 261       
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Civil Service Employee Benefits Continue 
 
Sample of Request for Voluntary Personal Leave Program (VPLP) 
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Health Benefits  
 
CalPERS administer health plans for State employees. Employees can choose from a broad 
range of health plans. The Employee share and State share of premiums are based on the 
employee’s Bargaining Unit. 
 
This section contains the following topics: 
 

Topic See Page 
Eligibility  220 
Permanent Intermittent Employees  220 
Enrollment 220 
Instruction of Completing Form HBD 12 225 
Affordable Care Act (ACA) 231 
Dependent Eligibility Verification Checklist CalHR 781 231 
HIPAA 231 
Life Events (Permitting Events) 232 
Voluntary Permitting Events 233 
Mandatory Deletions 234 
Administrative Deletions 234 
Disenrollment of Ineligible Family Members 234 
Dependent Vesting 235 
Domestic Partnership 236 
Disabled Dependents Over Age 26 239 
Dependents in a Parent Child Relationship 
(Economically Dependent Children) 

243 

Employees Age 65 and above (Supplement to Medicare) 247 
Open Enrollment 251 
Dependent Eligibility Checklist/Guidance 251 
CalPERS Rescind Health Transactions 251 
COBRA 251 
Direct Pay Option 252 
Misc. Enrollment Information 255 
Flex Cash Option (Opt Out of Health) 255 
Health Benefit Coverage into Retirement 255 
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Health Benefits Continue 
 
Eligibility 
 
Active employees who work at least half-time or more with an appointment of six months 
and one day are eligible for health benefits. Eligible employees have 60 calendar days from 
the date of appointment or a qualifying event to enroll, add or delete dependents, and make 
qualifying changes in a health plan, or wait for the Open Enrollment period. 
 
State Permanent-Intermittent (PI) employees, is determined within one of two control 
periods: 

• The 6-month period - January 1 through June 30 (effective enrollment date of August 
1); or 

• July 1 through December 31 (effective enrollment date of February 1) 
 
An employee cannot attain eligibility in the middle of a control period, even if they met the 
minimum hours at the beginning of the period. To become eligible, they must: 
 

• Receive credit for a minimum of 480 paid hours at the end of a control period  
 
To continue their eligibility, they must: 
 

• Be credited with at least 480 paid hours at the end of each control period; or 
• Have at least 960 hours in two consecutive control periods (current and prior) 

June 30 and December 31 are the checkpoints to use to determine whether the hour 
requirements have been satisfied. 

  
State Limited-Term Employees 
 
To be eligible to enroll, you must have served in excess of six months and you must have 
worked at least half-time. Check with your personnel office for further information. 
 
Enrollment 
 
Employees have 60 calendar days from the date of an eligible appointment to enroll in a 
health plan. Coverage becomes effective the first day of the month following the date a 
completed Health Benefits Plan Enrollment Form HBD 12 and Declaration of Health 
Coverage HBD 12A is received in by the Health Benefits Officer or Personnel Specialist.  
Only one election is allowed during this 60 day period.  
 
If an employee would like to change plans or add eligible family members, they must do so 
during the next Open Enrollment period.  Open Enrollment changes take effect the following 
January 1. 
 
Note: Incomplete documents will be sent back to the Attendance Clerk for completion and will cause 
a delay in process. Prior to submission to OHR, review ALL documents for completeness and 
accuracy.  Submit documents timely to avoid an inconvenience to the employee. 
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Health Benefits Continue 
 

Health Benefit Forms Completion 
 
The forms required for enrollment are the Declaration of Health Coverage Form HBD 12A, and the 
Health Benefit Plan Enrollment Form HBD 12. The complete Instructions for completing HBD 12 can 
be found on CalPERS website at:  
 

https://www.calpers.ca.gov/docs/forms-publications/health-benefits-enroll-instructions.pdf 
 
Sample of Declaration of Health Coverage Form (HBD12A) Front 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.calpers.ca.gov/docs/forms-publications/declaration-health-coverage.pdf
https://www.calpers.ca.gov/docs/forms-publications/health-benefits-enrollment-form.pdf
https://www.calpers.ca.gov/docs/forms-publications/health-benefits-enroll-instructions.pdf
https://www.calpers.ca.gov/docs/forms-publications/health-benefits-enroll-instructions.pdf
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Health Benefits Continue 
 

Health Benefit Forms Completion Continue 
Sample of Declaration of Health Coverage Form (HBD12A) Back 
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Health Benefits Continue 
 

Health Benefit Forms Completion Continue 
 
Sample of Health Benefit Plan Enrollment Form (HBD 12) Front 
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Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Sample of Health Benefit Plan Enrollment Form (HBD 12) Back 
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Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Instructions for completing HBD 12 
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Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Instructions for completing HBD 12 
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Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Instructions for completing HBD 12 
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Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Instructions for completing HBD 12 
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Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Instructions for completing HBD 12 

 
 

                                                                  229                                               REVISED 07/2016 
 

http://www.calpers.ca.gov/eip-docs/about/pubs/employer/er-forms/health-forms/hbd-12-instruction-sheet.pdf


                  DEPARTMENT OF GENERAL SERVICES                                                                                                                               SECTION III            
                  ATTENDANCE CLERK MANUAL 

  
Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Instructions for completing HBD 12 
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Health Benefits Continue 
 
Health Benefit Forms Completion Continue 
 
Instructions for completing HBD 12 

 
 
Affordable Care Act (ACA) 
 

Refer to the “Appointment” section of the Attendance Clerk for more information regarding 
ACA. 
 
Dependent Eligibility Verification Checklist (CalHR Form 781) 
 

Employees are required to complete this form when adding dependents to health or dental 
coverage, as well as vision coverage processed through OHR and when an employee 
annually recertifies their parent-child relationship with enrolled dependents. 
 
Employees may be held accountable if any documentation is determined to be inaccurate or 
fraudulent or for failure to notify OHR of changes to dependent eligibility. 
 
Refer to the “Appointment” section of the Attendance Clerk for more information regarding 
Dependent Eligibility. 
 
HIPAA or Late Enrollment 
 

If an employee declines or cancels enrollment for themselves or their dependents and do 
not qualify for the special enrollment exceptions, the employee (or the dependents) have 
limited rights to enroll in the future. Employees will either have to wait for 90 days or until the 
next CalPERS Open Enrollment period. The earliest effective date of enrollment will be the 
first of the month following the 90-day waiting period or the January 1 after the Open 
Enrollment period. 
 
Refer to www.dhcs.ca.gov for more information regarding the Health Insurance Portability 
and Accountability Act (HIPAA).  
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Health Benefits Continue 
 
Life Events (Permitting Events) 
 
When certain life events, circumstances or permitting events occur, employees are entitled 
or may require to make special enrollment updates within 60 days of the event. It is the 
responsibility of each department to inform employees of the requirements for making 
changes to their enrollment. The rules governing the changes vary by time limits, therefore, 
it is the employee’s responsibility to advise and report changes to their AC as soon as 
possible after the event occurs. There are voluntary, mandatory and administrative 
additions/deletions that may occur based on the type of event. This means the event must 
occur first before the employee can file a change to their plan.  CalPERS have identified 
Health Enrollment Reason Codes for specific events as well as effective date methods that 
apply to specific reasons (events); below are a few reason codes, for additional codes refer 
to: https://www.calpers.ca.gov/docs/circular-letters/2004/600-169-04-attach6.pdf  
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Health Benefits Continue 
 
Life Events (Permitting Events) Continue 

 

If an employee moves out of their health plan’s service area, they must change plans. Until 
they make the change, the employee’s previous health plan may limit coverage to 
emergency or urgent care only. When an employee moves, employees may submit their 
health plan change up to 60 days after the move. The effective date of the change will be 
the first of the month following the date Personnel receives the completed HBD 12. 

Voluntary Permitting Events 
 
Voluntary additions/deletions not initiated by the employee within 60 days from the 
permitting event date may be processed only during the next open enrollment period.  
 
Qualifying voluntary permitting events include: 
 

• Enrollment of a new dependent(spouse, domestic partner and/or stepchild) as a 
result of marriage or domestic partnership registration 

• Birth or adoption of a child, or placement of a child for adoption 
• A court order that requires the employee 
•  to provide coverage for a spouse, domestic partner, or minor child 
• Adding a spouse, certified domestic partner and/or dependents due to the 

cancellation of coverage under another CalPERS health plan or private plan. In this 
instance, the employee will need to request enrollment within 60 days of the date the 
other coverage ends and provide OHR with proof that it has ended. 

• Adding a dependent due to a change in custody and/or acquiring an economically 
dependent child.  

• Deleting a spouse or domestic partner who ceases to live in the household (not 
COBRA eligible) (may not re-enroll until next open enrollment period).  

• Deleting a dependent who obtains other group coverage (non-State sponsored). 
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Health Benefits Continue 
 
Mandatory Deletions  
 
Dependents must be deleted as follows: 
 

• Divorced spouse must be deleted from coverage even if the divorce settlement 
requires the employee to provide coverage for the spouse. The State is not required 
to provide coverage for an ex-spouse, however, COBRA (Consolidated Omnibus 
Budget Reconciliation Act) must be offered.  

• Termination of a Domestic Partnership. (Employee must provide copy of notice of 
termination of the domestic partnership to the personnel office and COBRA must be 
offered to the terminated domestic partner.)  

• Death of a dependent.  
• Dependent child reaches age 26 and is not disabled.  
• Dependent goes into military.  
• Dependent no longer economically dependent/change of custody.  
• Dependent enrolled but not eligible.  
• Dependent dual or split covered. 

 
Administrative Deletions 
 
The following deletions are processed administratively by the Personnel Specialist; AC’s 
must notify the Personnel Specialist if they become aware of situations that apply. The 
Personnel Specialist is responsible for notifying the employee of administrative deletions.  
 

• Dependents who reach age 26 and are not disabled.  
• Employees and/or dependents enrolled but not eligible or dual/split coverage exists. 

Delete retroactive to the effective date, the employee is responsible for any costs for 
services that were performed on him/her or any ineligible dependent.  

• Employees that are enrolled but not eligible  
 The employee must be notified regarding this change and will not be 

allowed to enroll in a plan until the next scheduled open enrollment. 
• Death of a spouse, domestic partner or child upon receipt of a death certificate. (Must 

provide OHR the death certificate) 
 
Disenrollment of Ineligible Family Members 
 
It is against the law to continue enrollment of an ineligible family member. If an employee 
continues to do so, they may have to pay all costs incurred by the ineligible person during 
the ineligibility period. 
 
State law limits the health premium reimbursement period to six months for certain life-
changing events.   

 

For example, if an employees divorce or dissolution occurred in 2009, yet they did               
not report it until 2012, the former spouse or registered domestic partner will be 
retroactively canceled from coverage effective the first of the month following the 
divorce or dissolution. The health premiums will be adjusted for a period of no more 
than six months from the date Personnel receives copies of supporting 
documentation. 
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Health Benefits Continue 
 
Dependent Vesting 
 
Dependent health care vesting requires new employees who have never had State health 
benefit eligibility receive a reduced employer health benefits contribution toward dependent 
health coverage during the first 12 or 24 months of service. The employer contribution may 
change each plan year and is determined by the bargaining contract. 
 
All new employees are required to acknowledge receipt of benefit information, including 
information regarding “dependent health care vesting for new to state employees” by signing 
the Initial Notification of Benefits form located in the Attendance Clerk Toolkit:  
http://www.dgs.ca.gov/ohr/Resources/Toolkits/AttendanceClerkToolkit.aspx 
 
Dependent health care vesting provides new employees a reduced employer health benefits 
contribution toward dependent health coverage during the first 12 or 24 months of service. 
  
New employees in Bargaining Units 1, 3, 4, 11, 14, 15, 17, 20, and 21 not previously eligible 
for health benefits under State civil service, receive:  
 

• 75% of the employer contribution for dependent health coverage during the first 12 
months of service.  

• After completing 12 months of service, new employees receive the full employer 
contribution for dependent health coverage. 

 New employees in Bargaining Units 2, 7, 10, 12, 13, 16, 18, and 19 not previously eligible 
for health benefits under State civil service, receive:   

• 50% of the employer contribution for dependent health coverage during the first 12 
months of service.  

• 75% of the employer contribution for dependent health coverage during months 13 
through 24. 

  
After completing 24 months of service, new employees receive the full employer contribution 
for dependent health coverage 
 
New Employee With Prior State Services 
 
New employee with prior state service must meet all of the following criteria to be exempt 
from dependent vesting: 
 

• Employees previous appointment date was prior to January 1, 2007 if you are in 
Bargaining Unit 1, 3, 4, 10, 11, 12, 13, 14, 15, 16, 17,18, 19, 20, or 21; or prior to July 
1, 2006 if you are in Bargaining Unit 2 or 7;  

• Employee’s previous appointment was a State civil service appointment (and not a 
UC or CSU appointment).  

• Employee was eligible for State health benefits. It doesn't matter whether or not they 
actually enrolled in health benefits as long as they were eligible to enroll. 
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Health Benefits Continue 
 
Dependent Health Care Vesting Period Begins 
 
The 12 or 24-month vesting period begins with the month the employee are first eligible for 
State health benefits. The vesting period is a continuous 12 or 24 months unless the 
employee permanently separates from State service. Upon reinstatement, following a 
permanent separation, the employee must serve the remainder of their vesting period.  
 
For Permanent Intermittent (PI) employees, the 12 or 24 month vesting period begins 
following the completion of a control period, at that point the PI becomes eligible for health 
benefits. For example, if a PI meets the required hours in the July 1 through December 31 
control period, they first become eligible for health benefits on February 1. The vesting clock 
starts on February 1 and continues to run unless the PI permanently separates or loses 
health eligibility.  
 
Transfer From A Unit Without Vesting To One With Vesting 
 
Health Care Vesting would not apply if the employee is already receiving 100% of the 
employer health contribution for their dependents; they remain fully vested no matter how 
long they have worked for the State.  
 
Transfer From A Unit With Vesting To One Without Vesting 
 
An employee will begin receiving 100% of the employer health contribution for dependents 
when you're appointed to the new bargaining unit. Please refer to the appropriate collective 
bargaining agreement for the specific criteria for determining if an employee is subject to 
dependent vesting.  
 
Domestic Partners 
 
Domestic partners may be added to the health/dental/vision plan. The law requires the 
following for enrollment: 
 

• The employee must register with the Secretary of State. The form may be found 
through the Secretary of State website: http://www.ss.ca.gov/registries/domestic-
partners-registry/ 

 

• For same sex domestic partnership, it must be between two people who are at 
least 18 years of age.   

• For opposite sex domestic partnership, one of the partners must be at least 62 
years of age and the other must be at least 18 years of age. 
 

• The enrollee must provide a copy of the Declaration of Domestic Partnership.   

Enrollment must be done within 60 days of the Registration of Domestic Partnership. If not 
done within 60 days, the employee must wait for open enrollment. 
 

Note: The employee must cancel coverage of domestic partner when the domestic 
partnership terminates or when the domestic partners no longer share a common residence.  
Upon termination of the domestic partner’s coverage, coverage for children of domestic 
partners, enrolled as economically dependent children under the domestic partnership, must 
also be terminated. 
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Health Benefits Continue 
 
Imputed Tax Liability 
 
When an employee who adds a domestic partner to their health, dental and vision, they will 
have imputed tax liability unless the domestic partner is being claimed as a dependent for 
Federal Income Tax purposes.  
To remove the imputed tax liability: 
 

• The Affidavit for Domestic Partners Being Claimed As Economic Dependents form 
CalHR 680 must be completed and signed by the employee. 
 

• Return to PTU. 
 

• Failing to return the CalHR 680 will incur more income tax withhold.  
 

CalHR 680 form can be found through the CalHR website: http://www.calhr.ca.gov 
 
 
Benefit Calculator 
 
To determine how much will be deducted from the employees pay warrant, based on the 
health, dental, and vision plans chosen utilize the benefit calculator.  
 
http://www.calhr.ca.gov/Pages/Benefits-Calculator.aspx 
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Health Benefits Continue 
 
Sample of CalHR 680 
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Health Benefits Continue 
 
Disabled Children Over Age 26 
 
A child age 26 and over who is incapable of self-support because of a mental or physical 
condition may be eligible for enrollment. The disability must have existed prior to reaching 
age 26 and continuously since age 26, as certified by a licensed physician. The employee is 
require to complete and submit the Member Questionnaire for the CalPERS Disabled 
Dependent Benefit form; 
 
Questionnaire for Disabled Dependent Benefit Form (HBD-98),  
 
The physician must complete the Medical Report  
 
Medical Report for the CalPERS Disabled Dependent Benefit Form (HBD-34) 
 
Prior to enrollment, both documents (HBD 98 and HBD 34) must be submitted to OHR to 
request approval from CalHR. 
 
The initial certification of the Disabled Dependent must occur during one of the following two 
eligibility periods (whichever applies):  
 

• Within 60 days before and ending 60 days after the child’s 26th birthday (member and 
dependent currently enrolled), or  

• Within 60 days of a newly eligible employee’s initial enrollment in the CalPERS 
Health Program 

 
Upon certification of eligibility, the dependent’s coverage must be continuous and without 
lapse. The employee will be required to submit an updated questionnaire and medical report 
for re-certification periodically, upon request. 
 
Note: If the disabled child has a Social Security- approved disability, you must provide 
CalPERS with a copy of his or her Medicare card. 
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Health Benefits Continue 
 
Disabled Children Over Age 26 Continue 
 
Sample of Questionnaire for Disabled Dependent Benefit Form - HBD 98 
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Health Benefits Continue 
 
Disabled Children Over Age 26 Continue 
 
Sample of Medical Report for the CalPERS Disabled Dependent Benefit Form  
(HBD-34 page 1) 
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Health Benefits Continue 
 
Sample of Medical Report for the CalPERS Disabled Dependent Benefit Form  
(HBD-34 page 2) 
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Health Benefits Continue 
 
Dependents in a Parent-Child Relationship 
 
A child other than an adopted, step or recognized natural child up to age 26 may be added 
to the employee’s health plan if both of the following criteria are met:  
 

• they have assumed a parent-child relationship  
• they are considered the primary care parent 

 
The employee has 60 days from the date they obtained custody of the child to enroll him or 
her on their health plan. Prior to enrollment of a dependent that is in a parent-child rela-
tionship, the employee must complete and submit An Affidavit of Parent – Child Relationship 
Form (HBD-40).  The employee will need to provide supporting documentation based on the 
dependent’s age such as court records, school records, tax returns, or additional proof that 
a parent-child relationship exists. A parent-child relationship must be certified at the time of 
enrollment for each child and annually thereafter up to age 26.  
 

- Employees will receive reminder notices from CalPERS prior to their annual re-
certification period.  

 
Coverage will become effective the first day of the month following the date OHR receives 
the Health Benefits Plan Enrollment form and supporting documents. 
 
Supporting Documentation for Dependents Under Age 19 
 
Required supporting documentation for dependents under age 19 includes: 
 

• A copy of the first page of the employees’ income tax return from the previous tax 
year listing the child as a tax dependent. 

• In lieu of a tax return, for a time not to exceed one tax filing year, employees may 
submit other documents that substantiate the child’s financial dependency upon 
them, including the following: 
 

- Current legal judgments or court documents showing the employees legal 
parental status or duties/guardianship over the child 

- Bank, credit card, tuition or insurance statements or payments 
- School records 
- Bills or mail indicating common residency with the child 

 
Supporting Documentation for Dependents From Age 19 to Age 26 
 
Required supporting documentation for dependents from age 19 up to age 26 includes: 
 

• A copy of the first page of the subscriber’s income tax return from the previous 
tax year listing the child as a tax dependent, OR  

• Other suitable documentation, that substantiates that the child is financially 
dependent upon the subscriber provided that the child:  
 

- Either lives with the subscriber for more than 50 percent of the time, or 
is a full-time student, AND  

- Is dependent upon the subscriber for more than 50 percent of the child’s 
support.  

                                                                  243                                               REVISED 07/2016 
 

https://www.calpers.ca.gov/docs/forms-publications/affidavit-parent-child-form.pdf
https://www.calpers.ca.gov/docs/forms-publications/affidavit-parent-child-form.pdf


                  DEPARTMENT OF GENERAL SERVICES                                                                                                                               SECTION III            
                  ATTENDANCE CLERK MANUAL 

  
Health Benefits Continue 

 
Supporting Documentation for Dependents From Age 19 to Age 26 Continue 
 
The following table provides examples of required supporting documentation used to 
establish residency and financial dependence: 
 

Requirement Type Supporting Documentation Age 19-26 
Residency (more than           
50% of the time) 

• School records indicating full-time status, 
or 
• Bills or mail in the child’s name listing the 
same address as the subscriber, such as: 
 

 School correspondence 
 Employment correspondence 
 Bank statements or correspondence 
 Vehicle registration, insurance 

bills/statements 
 Credit card bills/statements 
 Rental/lease agreements 

Financial Dependence 
(more than 50% of child’s 
support) 

• Recurring bills or statements of account, 
identified as other suitable documentation, 
paid by the employee on behalf of the child, 
such as: 
− Tuition payments 
− Cell phone bill payments 
− Auto loan payments 
− Auto insurance payments 
− Credit card payments 
− Bank statement, custodian account, 
cancelled checks, or other evidence of 
financial dependence. 

 
Note: When submitting copies of tax documents, household bills or account 
statements, employees should blackout sensitive information, such as driver’s license 
numbers, and bank, credit card, and other financial or policy account numbers. Also, 
mark each document “Not for Official Use.” 
 
Submitting Affidavit and Supporting Documents 
 
Prior to submission to OHR provide the employee a copy of the affidavit for their 
record. The Personnel Specialist will retain the original in the employee’s OPF. 
 
Retirees  
 
Will submit their Affidavit and supporting documentation to CalPERS. 
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Health Benefits Continue 
 
Dependents in a Parent-Child Relationship Continue 
 
Sample of Affidavit of Parent–Child Relationship Form (HBD-40) Front 
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Health Benefits Continue 
 
Dependents in a Parent-Child Relationship Continue 
 
Sample of Affidavit of Parent–Child Relationship Form (HBD-40) Back 
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Health Benefits Continue 
 
Consolidated Benefits (CoBen)/Cash Options 
 
Refer to the Flex-Elect/CoBen Section of the Attendance Clerk Manual. 
 
CalPERS Supplement to Medicare Health Plans 
 
Medicare is a federal health insurance program that covers individuals age 65 and older. 
Medicare also covers some individuals under age 65 with Social Security-qualified 
disabilities and with End-Stage Renal Disease (ESRD is permanent kidney failure requiring 
dialysis or a kidney transplant). 

The Social Security Administration (SSA) is the federal agency responsible for Medicare 
eligibility determination, enrollment, and premiums. The Centers for Medicare & Medicaid 
Services (CMS) regulates the Medicare program. The CMS publishes Medicare & You, a 
handbook that provides general information about Medicare. Employees can view or 
download this publication at www.medicare.gov. Different parts of Medicare cover specific 
services for employees who meet certain conditions. The following section provides basic 
information about the parts of Medicare, which will help employees understand eligibility 
guidelines and enrollment in a CalPERS health plan.  

For more information about the various parts of Medicare, Medicare premiums, enrollment, 
and eligibility issues, contact the SSA at (800) 772-1213 or TTY (800) 325-0778, or visit 
their website at www.ssa.gov. 
 
Depending on where an employee resides or works, one or more of the following Medicare 
health plan types may be available.  
 

• Health Maintenance Organization (HMO) Supplement to Medicare Plans 
• Health Maintenance Organization (HMO) Medicare Managed Care Plans (Medicare 

Advantage Plans) 
• •Preferred Provider Organization (PPO) Supplement to Medicare Plans 
• •Exclusive Provider Organization (EPO) Supplement to Medicare Plan (for members 

in certain California counties) 
 
Certifying Medicare Status 
 
A notice will be sent from CalPERS four months prior to the employee’s 65th birthday month. 
This notice provides information on CalPERS requirements for continuing health coverage. 
If the employee has retired or have initiated the process of retiring from active employment, 
they will also receive a Certification of Medicare Status. 
.  
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Health Benefits Continue 
 
Certifying Medicare Status Continue 
 
In order for the employee to continue their CalPERS health coverage, they must certify their 
Medicare status. The employee will need to complete the Certification of Medicare Status 
form and return it to CalPERS with the proper documentation certifying one of the following 
choices: 
 

• Enrollment in Medicare Parts A and B (submit a copy of Medicare card or SSA 
documentation) 

• Ineligible for Medicare either in their own right and/or through the work history of a 
current, former, or deceased spouse (submit SSA documentation) 

• Deferred enrollment in Medicare Part B due to the employee’s or the employee’s 
spouse’s employment (submit proof of active group health insurance through current 
employer) 

 
If the employee is retired, and they do not return the Certification of Medicare Status form 
and/or copies of your supporting documentation to CalPERS by the beginning of your birth 
month. Failure to do so will result in a notice of cancellation informing the employee their 
health coverage for themselves and all enrolled dependents will be automatically canceled 
the first day of the month after they turn 65. 
 
For assistance completing the form, contact CalPERS toll free at 1-888-225-7377). 
 
Note: CalPERS Medicare health plan will become effective on the employee’s Medicare 
effective date or the first day of the month following CalPERS receipt of the Certification of 
Medicare Status form, whichever is later. 
 
Ineligible for Medicare 
 
An employee who is ineligible for Medicare, they must indicate on the Certification of 
Medicare Status form the reason for ineligibility: 
 

• Did not work in employment covered by Social Security/ 
Medicare programs 

• Do not have 40 quarters in Social Security/Medicare-covered employment 
• Do not qualify through the work history of a current, former, or deceased 

Spouse 
 
The employee is require to submit to CalPERS the Certification of Medicare Status form, a 
copy of the Social Security statement or letter from the SSA indicating they are not eligible 
for Medicare based on their work record and/or the work history of a current, former, or 
deceased spouse. The employee may remain in a Basic health plan unless they later 
become eligible for Medicare Part A at no cost. 
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Health Benefits Continue 
 
Not Qualified for Medicare Part A 
 
An employee who does not qualify for premium-free Medicare Part A based on their Social 
Security/Medicare work record or the record of their current, former, or deceased spouse, 
may remain in a CalPERS Basic health plan. If the employee later qualifies for Medicare 
Part A at no cost, they must enroll in Medicare Part B and in a CalPERS Medicare health 
plan.  
 
Note: An employee who is not currently eligible for premium-free Medicare Part A in their own 
right, they may be eligible for it when their spouse turns 62. To confirm eligibility through a 
spouse, contact the SSA at (800) 772-1213 or TTY (800) 325-0778, or visit their website 
at www.ssa.gov. 
 
Deferred Enrollment in Medicare Part B 
 
The employee or their spouse can defer enrollment in Medicare Part B if either of the 
following apply: 
 

• are still working and have active employer group health coverage 
• their spouse is still working and the employee is covered under his or her active 

employer group health coverage 
 
If deferring enrollment in Medicare Part B, the employee must indicate this on the 
Certification of Medicare Status form. Return the form to CalPERS, and provide proof of 
active group health insurance through the current employer. The employee will remain in a 
CalPERS Basic health plan until retirement or until the employee loses their employer group 
health coverage. 
 
Cancellation of CalPERS Health Coverage for Failure to Certify Medicare Status 
 
CalPERS Basic health plan coverage will be canceled if the Medicare status is not provided 
to CalPERS. To request re-enrollment through an Administrative Review process within 90 
days of the date the coverage is canceled by writing to: 
 
CalPERS Health Account Services 
Medicare Administration 
P.O. Box 942714 
Sacramento, CA 94229-2714 
 
A determination will be sent within 60 days informing the employee if their coverage will be 
reinstated. If the coverage is not reinstated, the employee may re-enroll during CalPERS 
annual Open Enrollment period by providing a completed Certification of Medicare Status 
form with the required supporting documentation. 
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Health Benefits Continue 
 
CalPERS Health Plans and Medicare Part D 
 
An Employee who is eligible for Medicare is eligible for Part D. However, CalPERS 
Medicare health plans provide prescription drug coverage that is as good as–or better than–
the standard benefits of Medicare Part D. In the fall of each year, either the health plan or 
CalPERS will send a Notice of Creditable Coverage. This notice is evidence that the 
employee is enrolled in a prescription drug plan. Keep the notices as proof of enrollment to 
avoid the Medicare Part D late enrollment penalty if needed to enroll in Medicare Part D at a 
later date. The employee may be assessed a monthly premium based on their income. This 
includes the Part D (Medicare prescription drug) coverage received from a Medicare 
Advantage Plan. The SSA will notify the employee to pay this premium. For further 
information contact the SSA toll free at (800) 772-1213 or TTY (800) 325-0778, or visit their 
website at www.ssa.gov. 
 
Do Not Enroll in a non-CalPERS Medicare Part D Plan 
 
An employee cannot have prescription drug coverage under both Medicare and CalPERS. 
To continue CalPERS health coverage, do not enroll in a non-CalPERS Medicare Part D 
plan. If the employee  or their dependents are covered by CalPERS and another health plan 
that includes Medicare Part D prescription drug benefits, they must cancel the Part D 
coverage in order to enroll in (or continue enrollment in) a CalPERS Medicare health plan. 
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Health Benefits Continue 
 
Open Enrollment 
 
Open enrollment is scheduled annually during the month of September through mid-
October. Eligible employees can:  

• Change their CalPERS health plan 
• Enroll in a CalPERS health plan if do not currently have CalPERS health coverage 
• Drop existing CalPERS health coverage 
• Add new dependents to their health coverage 
• Delete dependents from their health coverage  

Refer to the “Open Enrollment” section of the Attendance Clerk Manual for detailed 
information. 

Dependent Eligibility Verification Checklist 
 
Refer to “Appointment Process” section of the Attendance Clerk Manual for detailed 
information.  
 
CalPERS Rescind Health Transactions 
 
Employees have the ability to rescind health transactions when the effective date of the 
transaction occurs in the future.   
 
For example, prior to January 1, of the next year or the effective date of all open enrollment 
transactions, if the employee decides they no longer want to change health plans, the PS 
may rescind the transaction within the myǀCalPERS system. Employees cannot select 
another health plan, but can rescind the Open Enrollment change and return to the original 
health plan. 
 
COBRA  
 
Refer to Consolidated Omnibus Budget Reconciliation Act (COBRA) – CalHR 
(http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual-
cobra.aspx) and COBRA located in the Separation Section of the Attendance Clerk Manual 
for detailed COBRA information. 
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Health Benefits Continue 
 
Direct Pay Option 
 
Employees may continue coverage during off-pay status or while on temporary leave by 
paying the entire monthly health premium directly to the health plan. Employees are eligible 
for direct payment if: 
 
• Take a leave of absence without pay 
• Take temporary disability leave and do not use sick leave or vacation time 
• Are waiting for approval of disability or “regular” service retirement 
• Are waiting for approval of Non-Industrial Disability Insurance benefits 
• Are suspended from their job 
• Institute legal proceedings appealing a dismissal from their job 
• Are a State Permanent-Intermittent employee eligible for health benefits, but are on non-
pay status (Direct pay may only be elected through the end of the qualifying control period.) 
 
To initiate direct payment, employees must complete a Direct Payment Authorization Form 
(HBD-21). Employees must submit requests for the direct payment option to the personnel 
office prior to the beginning of the leave, but no later than the last day of the month of 
coverage. If employees do not elect the direct payment option during off-pay status, 
employee’s coverage must be canceled. Employees can re-enroll when they return to pay 
status if they have sufficient earnings. 
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Health Benefits Continue 
 
Direct Pay Option Continue 
 

Sample of Direct Payment Authorization Form (HBD 21) Front 
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Health Benefits Continue 
 
Direct Pay Option Continue 
 

Sample of Direct Payment Authorization Form (HBD 21) Back 
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Misc Enrollment Information 
 
Dual CalPERS coverage occurs when an employee is enrolled in a CalPERS health plan 
as both a member and a dependent or as a dependent on two enrollments. This 
duplication of coverage is against the law. When dual CalPERS coverage is discovered, 
the enrollment that caused the dual coverage will be retroactively canceled. The employee 
may be responsible for all costs incurred from the date the dual coverage began. Members 
may enroll in both a CalPERS health plan and a health plan provided through another 
employer. For example, a spouse may enroll in a CalPERS plan and in the plan from his or 
her private employer. In this case, the two plans may coordinate benefits. 
 
When two active or retired members are married to each other or in a domestic partnership, 
each member can enroll separately. However, when these individuals enroll in a CalPERS 
health plan in their own right, one parent must carry all dependents on one health plan. 
Parents cannot split enrollment of dependents. CalPERS will retroactively cancel split 
enrollments. Employees may be responsible for all costs incurred from the date the split 
enrollment began. 
 
FlexElect Cash Option (Opt Out of Health and or Dental)  
 
Refer to the Flex-Elect/CoBen Section of the Attendance Clerk Manual. 
 
 
Health & Dental Benefit Coverage into Retirement 
 

The health benefit enrollment of an active employee will continue automatically into 
retirement when the employee retires within one full pay period of their permanent 
separation (retirement) date from employment. 
 

Dental benefits may continue into retirement for eligible employees, however it is not 
automatic.  Employees who are retiring and would like their dental benefits to continue into 
retirement they will need to complete and submit a new Dental Plan Enrollment Form STD 
692 to their Personnel Specialist. The dental enrollment is then keyed into myCalPERS or 
faxed by the PS prior to separation and retirement. 
 
Retirees 
 
Once an employee retires, CalPERS becomes their Health Benefits Officer. To make any 
health benefit enrollment changes they would contact CalPERS at 888-225-7377 or write to 
CalPERS at P.O. Box 942714, Sacramento, CA 94229-2714 for assistance.  
 

 
Refer to the Dental Section in the Attendance Clerk Manual for a sample of the Dental 
Plan Enrollment form STD 692. 
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Dental Benefits 
 

 
The California Department of Human Resources (CalHR), Benefits Division administers the 
State’s Dental Insurance Program.  While CalHR sets policy and procedures on enrollment 
and eligibility, the actual enrollment documents are reviewed for accuracy and completeness 
by Attendance Clerks and Personnel Specialists then processed for active employees by the 
State Controllers’ Office (SCO). 

This section contains the following topics: 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Topic See Page 
Eligibility 258 
Dental Plans 258 
Enrollment 259 
Permanent Intermittent (PI) Employee Enrollment 259 
Dental Benefit Forms Completion (STD-692) 260 
Permanent Intermittent Continuation of Coverage 264 
24 Month Plan Restriction 264 
Permitting Events 265 
Voluntary Changes 269 
Mandatory Deletions 270 
Administrative Deletions 270 
Voluntary Change of Dental Plan 271 
Cancellation/Termination of Dental Enrollment 271 
Disabled Dependents 271 
Dependents in a Parent Child Relationship 
(Economically Dependent Children) 

275 

COBRA 278 
Direct Pay Option 279 
Return to Pay Status 280 
Dental Benefit Coverage into Retirement 280 
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Dental Benefits Continue  
 
Eligibility 
 
Employees eligible to enroll or continue enrollment in the State's Dental Program: 

• Permanent State employees with a time base of half-time or more who are 
designated Rank and File, Managerial, Supervisory, Confidential, Exempt, Excluded, 
Constitutional Officers, Employees of the Judicial Council, and all State Superior, 
Appellate, and Supreme Court Judges.  
 

• An employee appointed to a Limited-Term (LT) or Temporary Authorization (TAU) 
with an appointment of six months or more, with a time-base of half-time or more.  

 
• Permanent-Intermittent (PI) employees who are credited with a minimum of 480 

hours worked each six-month qualifying control period, January 1 - June 30 and July 
1 - December 31.  

o Hours worked during a qualifying period in a permanent, temporary 
authorization (TAU) or limited-term (LT) appointment may be counted toward 
the 480 hours if the employee subsequently receives a PI appointment with no 
break in service. 

o An employee who permanently separates and reinstates as a PI employee 
must work the 480 hours in a qualifying control period to be eligible for 
coverage, regardless of the length of the break in service. 

o An enrolled employee whose time base changes to PI will have coverage 
continued until the end of the next control period. At that time, the employee 
must re-qualify based on his/her PI status. 

o A PI employee who transitions into a LT position during a control period, with 
no break in service, may combine the hours worked as an LT with the PI hours 
to qualify for dental coverage at the end of that control period. The LT time 
base must be half-time or more. 
 

• A former retired State employee reinstated to a permanent intermittent position. 
However, retirees reinstated to a permanent intermittent position must re-qualify 
during the next control period. 

 
Dental Plans 
 
The following provides a brief description of the three types of dental plans available; 
prepaid, preferred provider option and indemnity: 
 

• A prepaid plan requires that the enrollee choose a dentist from a specific list of 
dentists who contract with each prepaid dental company. These dentists make up 
what is referred to as the dental carrier's provider network. Most basic services are 
covered at no cost to the enrollee.  

o Safeguard (prepaid) plan offers two plans. Represented employees have the 
standard plan. Excluded employees and retirees have the enhanced plan.  

o The monthly premium is fully paid by the State and no premium deduction is 
taken from the monthly pay warrant of the employee. 
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Dental Benefits Continue  
 
Dental Plans Continue 

 

• Delta Preferred Provider Option (PPO), a preferred provider option plan allows 
enrollees to select any licensed dentist for services. However, enrollees receive the 
maximum benefit available under the program when they choose one of the plan's in-
network dentists. Similar to the indemnity plan, individuals who enroll in the plan are 
required to pay a monthly premium co-payment. Represented, excluded, and retired 
employees have the same coverage under the PPO plan.  
 

• Delta Dental Premier, an indemnity plan does not use a provider network like the 
prepaid or preferred provider plans. Enrollees are allowed to select the dentist of their 
choice. With an indemnity plan there are set limits that the plan will pay for each 
specific type of dental treatment. Enrollees are responsible for paying any remaining 
balance that might be due based on the type of dental treatment provided. The State 
pays a share of the monthly premium with the balance deducted from the monthly 
pay warrant of the employee. 

 
 
Enrollment 
 
Eligible employees appointed permanent, LT or TAU with a time base of half-time or more 
and six months or more, have 60 days from the effective date of their appointment to 
complete and submit a Dental Plan Authorization Form STD 692 form to Office of Human 
Resources (OHR). It is the department's responsibility to advise each employee of the 60 
day enrollment time limitation and to ensure that employees are provided information on the 
dental plans available. Eligible employees, who do not wish to enroll in a dental plan within 
the 60 day limit, must be advised that they will not be able to enroll until the next open 
enrollment period. These employees must complete Section D, and sign/date the Dental 
Plan Authorization Form STD 692. This document, declining coverage, should be 
retained in the employee's personnel file. No further action is required by the 
Department. Do not submit documents declining enrollment to SCO or CalHR.  
 
Permanent Intermittent (PI) Employees Enrollment 
 
PI employees who meet the eligibility criteria described above in the eligibility section may 
enroll in a state-sponsored dental plan. The earliest possible effective dates of enrollment 
are August 1st or February 1st, based upon the end of the control period, ending June 30th 
or December 31st. Completed STD 692 enrollment forms must be submitted to the 
employing office within 60 calendar days after the end of the control period.  
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Dental Benefits Continue  
 
Sample of Dental Plan Enrollment Authorization - STD 692 
Instructions for completing the STD 692 can be found in the Benefits Section on CalHR’s 
website STD 692 Dental Benefit Form Completion 
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Dental Benefits Continue  
 
Instruction for Completing the STD 692 
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Dental Benefits Continue  
 
Instruction for Completing the STD 692 Continue 
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Dental Benefits Continue  
 
Instruction for Completing the STD 692 Continue 
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Dental Benefits Continue  
 
Continuation of Coverage for PI Employees 
 
Eligibility for a PI employee to continue enrollment is based upon qualification at the end of 
the next control period. To continue enrollment, a PI employee must receive credit for 480 
paid hours in the current control period or a total of 960 paid hours in two consecutive (prior 
and current) control periods. If the employee does not qualify, coverage must be cancelled 
effective August 1, or February 1, depending on the non-qualifying control period. 
 

An eligible PI employee has 60 days after the end of the qualifying control period to 
complete and sign a STD. 692 and submit it to the Personnel Office. A PI employee cannot 
enroll during an open enrollment period unless the open enrollment period corresponds with 
the completion of a control period and a portion of the 60 day time limit. However, a PI 
employee enrolled in a dental plan may only add/delete dependents and/or change dental 
plans during an open enrollment period. 
 

Retired state employees who reinstate as a PI employee and have dental coverage, may re-
enroll within 60 days after appointment. They do not have to wait until the end of the 
qualifying control period, however, if the employee does not qualify, coverage must be 
cancelled effective August 1, or February 1, depending on the non-qualifying control period.  
 
24 Month Plan Restriction  
 
All eligible newly hired represented employees in Bargaining Units 1 through 21, (except 
Units 2, 7, 8, 16, 17, 18, 19, and excluded employees), are required to select their dental 
plan coverage from one of the four available state-sponsored prepaid dental plans. Newly 
hired employees may select only a prepaid plan until they have completed 24 months of 
employment without a permanent break during the 24-month qualifying period. At the end 
of the 24-month period, those employees who elected a prepaid plan will have 60 days to 
change their enrollment to Delta Dental Premier or Delta Dental PPO. Those employees who 
chose not to enroll in a prepaid dental plan may elect Delta Dental, within 60 days after 
completing the restriction period, unless they enrolled in the FlexElect cash option for dental 
coverage. 
 

All eligible employees who reinstate after a permanent separation and previously had 24 
months of State service (no permanent break in service during the 24 months), may enroll in 
the Delta Premier or PPO Plan at the time of hire. 
 

All eligible newly hired represented employees in Bargaining Units 2, 7, 8, 16, 17, 18, 19, 
and excluded employees (non-represented) may elect the Delta Premier or PPO Plan, at the 
time of hire and are not restricted to State-sponsored prepaid plans. 
 

It is the responsibility of the Attendance Clerk to notify all impacted newly hired represented 
employees of this restriction. Personnel Offices should provide the 24-month restriction end 
date to represented employees affected by this restriction. Personnel offices should also 
inform employees affected by this restriction that the employee is required to initiate a STD. 
692 to enroll or change their dental coverage to a Delta Dental Plan, within 60 days from the 
date they complete the required 24 months of State service. Use Permitting Event Code 08 
on the STD. 692 to process the change. Employees who do not take action to either enroll 
or change dental plans within the 60 day time period, may elect to enroll/change enrollment 
during the next scheduled dental open enrollment period. 
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Dental Benefits Continue  
 
Permitting Events 
 
It is the responsibility of each department to inform employees of the requirements for 
making changes to their dental enrollment. The rules governing the changes vary in time 
limits, therefore, employees should be advised to report changes to their AC as soon as 
possible after the event occurs. This means the event must occur first before the 
employee can file a change to their dental plan.  
 
You may see the complete list of Dental Permitting Events here. 
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Permitting Events Continue 
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Permitting Events Continue 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                                  267                                               REVISED 07/2016 
 



                  DEPARTMENT OF GENERAL SERVICES                                                                                                                               SECTION III            
                  ATTENDANCE CLERK MANUAL 

  
Dental Benefits Continue  
 
Permitting Events Continue 
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Dental Benefits Continue  
 
Permitting Events Continue 

 
 
 

Voluntary Changes 
 
Employees may elect to make any of the following changes to their enrollment: 

• Adding a newly acquired spouse, certified domestic partner and/or stepchild to a one, 
two, or three party enrollment.  

• Adding a newborn, adopted child or child at each birthday through the age of 6 to a 
one, two, or three party enrollment.  

• Adding a spouse, certified domestic partner and/or dependents who lost coverage to 
a one, two or three party enrollment. (Must provide proof of loss of coverage - 
keep in employee's personnel file).  

• Adding a dependent due to a change in custody and/or acquiring an economically 
dependent child.  

• Deleting a spouse or domestic partner who ceases to live in household (not COBRA 
eligible).  

• Deleting a dependent who obtains other group coverage (non-State sponsored). 
 
These voluntary additions/deletions not initiated by the employee within 60 days from the 
permitting event date may be processed only during a subsequent open enrollment period. 
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Dental Benefits Continue  
 
Mandatory Deletions 
 
Dependents must be deleted from coverage as follows: 

• Divorced spouse must be deleted from coverage even if the divorce settlement 
requires the employee to provide dental coverage for the spouse. The State is not 
required to provide coverage for an ex-spouse. However, COBRA (Consolidated 
Omnibus Budget Reconciliation Act) must be offered.  

• Termination of a Domestic Partnership. (Employee must provide copy of notice of 
termination of the domestic partnership to the personnel office and COBRA must be 
offered to the terminated domestic partner.)  

• Death of a dependent.  
• Dependent child reaches age 26 and is not disabled.  
• Dependent goes into military.  
• Dependent no longer economically dependent/change of custody.  
• Dependent enrolled but not eligible.  
• Dependent dual or split covered. 

  
Retroactive processing is limited to six months for reimbursement of dental premiums for 
mandatory cancellations and/or deletions to an employee’s dental coverage. 
 
Administrative Deletions 
 
The following deletions are processed administratively by Personnel. The Personnel 
Specialist and/or the Attendance Clerk are responsible for notifying the employee of 
administrative deletions.  
 
An employee signature is not required; the Personnel Specialist will enter "Administrative 
Deletion" on the Employee Signature line of the STD. 692.  

 
• Dependents who reach age 26 and are not disabled.  
• Employees and/or dependents enrolled but not eligible or dual/split coverage exists. 

The employee is responsible for any costs for dental services that were performed on 
him/her or any ineligible dependent.  

• An employee that is enrolled but not eligible and refuses to sign the STD. 692 to 
change dental plans due to bargaining unit change.  

o The employee must be notified regarding this change and will not be allowed 
to enroll in a dental plan until the next scheduled open enrollment. 

• Death of a spouse, domestic partner or child upon receipt of a death certificate.  
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Dental Benefits Continue  
 
Voluntary Change of Dental Plan 
 
An employee may change enrollment from one dental plan to another only under the 
following conditions: 

• During an open enrollment period;  
• Due to a physical move to an area that is not serviced by the current dental carrier; 

(Permitting Event Code: 34)  
• Due to a physical move to an area where a dental plan was not previously available 

to the employee; or (Permitting Event Code: 35)  
• Due to service plan cut in the employee's service area and/or the employee's current 

dental plan does not have a dental provider within a 50 mile radius of the employee's 
residence. 

 
Cancellation of Dental Enrollment 

• Employees may voluntarily cancel their dental plan enrollment at any time by 
completing a STD. 692 and submitting it to their Personnel Office. These employees 
may not re-enroll in a dental plan until the next scheduled open enrollment period.  

• Enrollment for PI employees who do not qualify during a control period must be 
administratively cancelled. The effective date of cancellation is February 1 for the July 
1 - December 31 control period, and August 1 for the January 1 - June 30 control 
period. These employees may continue coverage through COBRA.  

• Employees/dependents who were enrolled but never eligible must be retroactively 
cancelled back to the effective date of their enrollment.  

• Employees who lose eligibility due to a reduction in time base to less than half-time 
must be administratively cancelled, with the exception of those employees approved 
for Partial Service Retirement. 

 
Termination of Coverage 
An employee's coverage ceases at midnight on the last day of the month following the 
month in which the last premium was paid. 
 
Disabled Dependents 
 
An eligible dependent who is under the age of 26 years and who is enrolled as an eligible 
family member, may continue to be enrolled after attaining age 26 if he/she is incapable of 
self-support because of physical disability or mental incapacity and if he/she is dependent 
upon the eligible employee or annuitant for support and care. A disability certification 
(CalPERS HBD 34) is required to ensure disabled dependent children remain covered after 
the age of 26. 
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Dental Benefits Continue  
 
MEDICAL REPORT for the CalPERS DISABLED DEPENDENT BENEFIT - CalPERS HBD 34  
(Page 1)
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MEDICAL REPORT for the CalPERS DISABLED DEPENDENT BENEFIT - CalPERS HBD 34 
(Page 2) 
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Dental Benefits Continue  
 
Economically Dependent Children  
 
Another person's child under age 26 may be eligible for coverage if a parent-child 
relationship exists. Employees must complete a State of California Dental Affidavit of 
Eligibility (CalHR 025)  annually in order to enroll economically dependent child(ren) who are 
not their natural, adopted, or stepchild. The Personnel Specialist can request supporting 
documentation to assist with the eligibility determination.  The Personnel Specialist may also 
reject the affidavit and enrollment request based on an incomplete affidavit or information 
submitted by the employee for the purposes of enrolling the dependent(s) cannot be 
reasonably verified.  Employees will be given reasonable time to correct any deficiencies in 
the materials required and/or requested by the personnel office to verify the parent-child 
relationship. 

The Affidavit of Eligibility for Dependent Children (CalHR 025) is available for use from the 
CalHR website at www.CalHR.ca.gov  in the forms section or you may contact your 
Personnel Specialist for a copy of the form. 
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Sample of State of California Dental Affidavit of Eligibility - CalHR 025 (Front) 
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Sample of State of California Dental Affidavit of Eligibility - CalHR 025 (Back)  
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Dental Benefits Continue  
 
COBRA 
 
The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) allows employees 
and dependents to maintain dental benefits for either 18 or 36 months after losing coverage 
because of certain qualifying events. 
 

COBRA Qualifying Events - Benefits Continued for 18 Months 

• Voluntary Termination - Covered employee voluntarily terminates or separates from 
employment (e.g., retires or quits), and the termination/separation will cause a loss of 
coverage.  

• Involuntary Termination - Covered employee is involuntarily terminated from employment 
(other than for gross misconduct), and the termination will cause a loss of coverage. If 
the termination is due to "gross misconduct," the State is not obligated to offer COBRA 
continuation coverage.  

• Reduction of time base - Covered employee's work hours are reduced voluntarily or 
involuntarily, and the reduction of hours will cause a loss of coverage. Reduction of 
hours may include:  
 

 Full-time to part-time  
 Strikes  
 Layoffs  
 Leave of Absence  
 Military call-up (24 months of coverage)  
 Permanent Intermittent (who loses coverage based on a non-qualifying 

control period)  

 COBRA Qualifying Events - Benefits Continued for 36 Months 

• Death - Covered employee or retiree dies, and the surviving family member is not eligible 
for a monthly survivor allowance from CalPERS.  

• Medicare coverage begins - Covered employee or retiree becomes entitled to Medicare 
benefits.  

• Divorce or legal separation - Covered employee or retiree is divorced or legally 
separated  

• Domestic partnership termination - Covered employee or retiree terminates a domestic 
partnership (registered in the State of California).  

• Change in dependent status - An eligible child of a covered employee or retiree turns 
age 26. 
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Dental Benefits Continue  
 
Direct Pay Option 
 
An employee who wishes to continue coverage while off pay status must complete a Dental 
Plan Direct Payment Authorization (STD 696), and forward the form directly to the carrier 
with a check or money order for the full three month premium amount. The employee's 
enrollment may not exceed the duration of the State's contract or one year, whichever 
comes first. However, in the event of an approved extension to the leave of absence, the 
carrier will accept direct payments beyond the normal one-year period. For employees with 
an approved leave extension beyond one year, the employing department must notify the 
carrier that direct payment of premiums will be continuing beyond one-year. Also, another 
STD. 696 must be completed and submitted to the new carrier if there is a change in dental 
carriers at the end of the contract period. If an employee on direct pay has a status change, 
the employing office must complete a STD. 692 and submit the enrollment form to the SCO. 
SCO will manually update the payroll master file and upon the employee returning to work, 
the update will be in place. 
 
An employee who does not elect direct payment must complete Section B of the STD. 696, 
to decline continued coverage. If the employee elects not to enroll, he/she will be liable for 
any dental expenses incurred while off pay status. A copy should be retained in the 
employee's personnel file. In this instance, do not send a copy of the STD. 696 to the dental 
carrier. 
 
Instructions for the completion of the STD. 696 are printed on the reverse side of the form. 
Personnel staff should verify that all information is completed correctly. Do not forward the 
original document or copies of the STD. 696 to SCO or CalHR.  
 
Absences/Situations Where Coverage Lapses 

1. Leave of absence for one or more full pay periods other than NDI, IDL, 4800 Time or 
Workers Compensation with supplementation.  

2. Appeal of involuntary termination (COBRA provisions apply, direct payment provisions 
are not applicable).  

3. Suspension of one or more complete pay periods.  
4. Permanent-Intermittent, enrolled but off pay status (Reduction in hours -COBRA 

provisions apply, direct payment provisions are not applicable).  
5. Application for disability retirement is pending (employee is off pay status).  
6. Pending IDL determination when all sick leave and vacation credits have been 

exhausted (employee is off pay status).  
7. Death of an employee (120-day death benefit apply, COBRA provisions are applicable 

after CalPERS' determination of survivor benefits).  
8. Under approved SDI benefits.  

  
Direct Payment of Premiums 

1. Dental carriers do not send a monthly bill to an employee who elects to pay premiums 
directly while he/she is off pay status. Therefore, it is the responsibility of each 
employee to ensure premium payments are paid timely. Direct pay is normally limited 
to 12 months. However, in the event of an approved extension to the leave of 
absence, the carrier will accept direct payments beyond the normal one-year period.  
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Dental Benefits Continue  
 
Direct Payment of Premiums Continue 
 

2. Payments must be paid in advance and cover a minimum period of three months or 
the length of the absence whichever is less. The employee's check/money order for 
the first three months must be attached to the newly completed STD. 696 and sent to 
the carrier.  

3. The dental carrier must receive the initial payment by the first day of the month 
following the first full month the employee is off pay status. Subsequent installments 
and/or final payment are due to the dental carrier by the first of each subsequent 
three-month period. STD. 696 forms received by the dental carrier without the required 
payment attached will be returned to the employee. Failure to pay the required 
payment in a timely manner will result in the employee's dental coverage being 
cancelled.  

4. In the event an employee returns to pay status prior to the end of his/her approved 
leave of absence, it will be the employee's responsibility to contact his/her dental 
carrier to request a refund of any direct premium overpayments. 

   
Addition or Deletion of Family Members While on Non-Pay Status 
An employee who has a permitting event occur while on non-pay status may make changes 
to his/her dental enrollment as indicated below: 
 

1. An employee is responsible for contacting his/her Personnel Office and completing a 
new STD. 692 reflecting the enrollment change. The Personnel Office must forward 
the document to SCO for processing.  

2. If an employee is on direct pay and the change results in a change of premium, a new 
STD. 696 must also be completed.  

3. If an employee deletes any dependent prior to or during the leave, the dependent may 
not be re-enrolled until the next open enrollment period.  

 
Return to Pay Status 
Upon return to pay status (if an employee is still enrolled), the State premium contributions 
will commence with the first pay warrant issued by SCO. The Personnel Office should check 
the employee's pay warrant to verify that the dental plan name is reflected. If the dental 
deduction is not shown, the Personnel Specialist will need to contact SCO to establish. 
 
Dental Coverage into Retirement 
 
Employees wishing to continue dental coverage into retirement must complete a Dental Plan 
Authorization Form (STD 692), to initiate retiree dental coverage. The STD 692 will be 
keyed into myCalPERS by the Personnel Specialist. It is imperative that the Personnel 
Specialist receive and key the completed STD 692 prior to processing the retirement.   
 
Questions 
 
For active employees, questions regarding eligibility for enrollment in the State’s Dental Program 
should be directed to the appropriate personnel office. For retirees, eligibility questions should 
be directed to the California Public Employees’ Retirement System (CalPERS) 1-888-225-7377 / 
TTY 1-877- 249-7442. 
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Dental Benefits Continue  
 
Sample of Dental Plan Direct Payment Authorization Form - STD 696 (Font) 
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Dental Benefits Continue  
 
Sample of Dental Plan Direct Payment Authorization Form - STD 696 (Back) 
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Vision Care Program 
The California Department of Human Resources (CalHR) administers the State's Vision 
Care Program and maintains the contract between the State and the carrier. The current 
carrier, Vision Service Plan (VSP), provides vision coverage plans (State of California Plan 
group number - Basic Plan 12020000), (State of California Plan group number - Premier 
Plan 30034581) (State of California Retiree Vision Plan group number 12294067 - for 
retirees/annuitants). 
 
This part contains the following topics: 
 

Topic See Page 
Eligibility 284 
Enrollment 284 
Retiring Employees 284 
Vision Plan Enrollment Authorization (STD 700) 285 
Premier Vision Plan 285 
12-Month Minimum Enrollment Period 286 
Vision Permitting Event Codes 286 
Deletion of Ineligible Dependents 287 
Instructions for completing the STD 700  287 
Instructions for completing the CALHR 774 289 
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Vision Care Program Continue  

Eligibility 

Eligibility for the Vision Care Program is the same as for the Dental Program; see the 
“Dental” section for detailed eligibility rules. 

Enrollment 
 
Enrollment into the State's Basic Vision Plan for eligible employees and their eligible 
dependents is automatic. The effective date of enrollment is based on when the Personnel 
Specialist keys an employee's Personnel Action Request (PAR) document into the State 
Controller's Office (SCO) payroll system. Eligible dependents are automatically enrolled at 
the same time that an employee's enrollment becomes effective. (Note: STD. 700 must be 
completed for Permanent Intermittent employees' enrollments.) 
 
The vision coverage will be effective the first of the following month if the employee's PAR 
document is keyed into the SCO system prior to the 10th of the month (see Example 1 
below).  
 
The vision coverage will be effective the first of the second month if the employee's PAR 
document is keyed into the SCO system after the 10th of the month (see Example 2 below). 
 
Example 1: An employee is appointed on the 3rd and the PAR document is keyed prior to the 10th 
of the month. The coverage is effective on the first of the following month.  
Example 2: An employee is appointed on the 3rd and the PAR document is keyed after the 10th of 
the month. The coverage is effective on the first day following the second month. 
 
Note: The Dependent Eligibility Checklist CalHR781 must be completed when enrolling 
dependents. 
 
Retiring Employees 
 
Employees who are retiring from the state may enroll in the Retiree/Annuitant Vision 
Program.  
 
The following retiring employees are eligible to enroll: 
  

- A civil service employee of the state.  
- An elected member of the Legislature.  
- A legislative employee.  
- A constitutional officer.  
- An employee, judge, or justice of the judicial branch of state government. 

  
To enroll into the Retirement Vision Plan, the retiring employee will need to complete 
the CalHR 695 and submit the form to OHR. 
 
Instructions for vision forms and completing the CalHR 695 forms can be located on the 
CalHR website: 
 

http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual-vision-
care-program.aspx 
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Vision Care Program Continue 
 
Vision Plan Enrollment Authorization (STD 700) 
 
The Vision Plan Enrollment Authorization (STD 700) is used in certain situations to enroll 
eligible employees in the State Vision Program. 
 
The following situations require completion of a Vision Plan Enrollment Authorization (STD 
700) to enroll in or cancel coverage. 
  

• An employee who is eligible, but did not enroll, prior to implementation of the 
automatic enrollment.  

• A permanent-intermittent employee who works a minimum of 480 hours in a six-
month qualifying control period (January 1-June 30 and July 1-December 31).  

• A former retired State employee who is currently enrolled in State COBRA vision 
benefits and reinstates as a permanent intermittent.  

• A permanent-intermittent employee cancellation due to loss of eligibility.  
• An employee who declines or cancels coverage may do so by completing a STD. 700 

form. If at a later date the employee decides to re-enroll, another STD. 700 must be 
completed.  The vision benefit is mandatory under the Consolidated Benefits 
Program (CoBen), and employees in CoBen may not cancel their State-sponsored 
vision coverage.  

• An employee and/or eligible dependent that elects to continue the vision coverage 
through the Consolidated Omnibus Budget Reconciliation Act (COBRA) Program.  

**For permanent intermittent employees wanting to enroll into the Premier Vision Plan, the 
STD. 700 needs to be completed in order to process the contribution and deduction. In 
addition to the STD. 700, the Premier Vision Plan Enrollment Authorization (CalHR 774) 
must also be completed in order to enroll a member into Premier Vision.  

Premier Vision Plan 
 
Effective January 1, 2013, all active State employees (with the exception of rank and file 
BU6 employees, as their vision benefits are provided by their union trust) are eligible to 
enroll in the Premier Plan. Eligible State employees enrolled in this plan shall be required to 
pay a minimal premium and receive a higher level of benefits. When the employee enrolls in 
the premier, the entire family, if applicable, must also be enrolled in the premier plan.  
Employees may elect the Premier Vision Plan when initially enrolling into benefits for the 
first time or during Open Enrollment by completing a Premier Vision Plan Enrollment 
Authorization (CalHR 774). 
 
Retirees 
  
Currently there is not a Premier vision (enhanced) plan for retirees/annuitants. However, if a 
retiring employee is already enrolled in the Premier vision plan for active employees at the 
time of retirement, then the retiring employee may continue the Premier through COBRA 
only up to 18 months by completing the CalHR 774 Premier Vision Form and checking the 
"New COBRA Enrollment" box. Premier vision plan is not available to retirees outside of 
COBRA continuation. Retirees may enroll into the retiree vision plan upon the end of their 
Premier plan through COBRA continuation. 
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Vision Care Program Continue 
12 – Month Minimum Enrollment Period 
 
Employees enrolling into the Premier Vision Plan are required to maintain their enrollment 
for a minimum12-month enrollment period. An employee enrolled in this program may dis-
enroll during any open enrollment period, with their enrollment ending January 1 of the next 
calendar year (after they have completed the minimum 12-month enrollment period). 
Employees dis-enrolling may not re-enroll until the next open enrollment period (unless they 
experience a permitting event that will allow an enrollment prior to open enrollment).  
 
Note: The required enrollment period can extend beyond 12 months.  
 
Example: New employee enrolled in the premier plan on June 1. As long as they are eligible for 
benefits, they will be required to maintain their enrollment into the next calendar year. The next point 
when they can dis-enroll will be open enrollment with an effective date of the first of the next year.  
 
Example: Enrollment is June 1, 2013 with an employee having continued benefit eligibility.  The 
next possible time to dis-enroll is during the Open enrollment (OE) of 2014.  If the employee elects to 
dis-enroll during OE period, it will become effective January 1, 2015.  
 
Vision Permitting Event Codes 
 
For additional codes refer to CalHR website.  
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Vision Care Program Continue 

Deletion of Ineligible Dependents 
 
Completion of a STD 700 or CalHR 774 is required for deleting ineligible dependents from 
an active employee’s vision plan.  Ensure the employee has completed the form completely, 
make 2 copies; one is to be given to the employee and the original and second copy of the 
deletion document will need to be sent to your Personnel Specialist (PS) for processing. The 
PS will retain a copy of the form in the employee’s personnel file. Employees who have 
dependents should be advised that ineligible dependents are not permitted to use the 
State's vision plan. Employees and retirees will be held liable for payment of services that 
are provided to ineligible dependents. 
 
Instruction for Completing the STD 700 
  
Employee completes sections A, B, C, and D 
Section A  
 

• A-1: Employee's Social Security Number  
• A-2: Check appropriate box of marital status  
• A-3: Check Male or Female  
• A-4: Employee's name  
• A-5: Employee's mailing address  
• A-6: Employee's date of birth  
• A-7: Check appropriate action type  
• A-8: Enter spouse's or domestic partner's name  
• A-9: Enter spouse's or domestic partner's social security number  
• A-10: Enter spouse's or domestic partner's date of birth  
• A-11: Enter family member's name  
• A-12: Enter family member's relationship to employee  
• A-13: Enter family member's social security number  
• A-14: Enter family member's date of birth 

(For additional family members, enter information on sections A-15 through A-22) 
 
Section B 
 

• B-1: Enter name of vision plan being authorized  
• B-2: Enter provider/facility number (if applicable) 
 

Section C - For cancellations only 
 
Section D - Check one box and Employee's signature/date is required 
 
Section E - For OHR 
 
The STD. 700 can be ordered through the Department of General Services (DGS), Office of 
State Publishing and also available as fill and print on their web site. The form is also 
available as fill and print on CalHR web site:  

www.dgs.ca.gov/dgs/ProgramsServices/Forms/FMC/Search/pdf_fillPrint.aspx 

http://www.calhr.ca.gov 
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Vision Care Program Continue 

Sample of Vision Plan Enrollment Authorization 
STD 700 
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Vision Care Program Continue 
 
Instruction for Completing the Premier Vision CALHR 744 
 
Ensure the employee has completed the form completely, make 2 copies; one is to be given 
to the employee and the original and second copy of the document will need to be sent to 
your Personnel Specialist (PS) for processing. The PS will retain a copy of the form in the 
employee’s personnel file. 
 
Employee completes section A, B, and C 
Complete Section A  

• Employee’s name 
• Security number 
• Date of birth 
• Mailing address 
• Telephone number 
• Email address 

 
Type of Action - Check the appropriate box  
 
Complete Section B  
 
Enter dependent information including whether dependent is being added or deleted; if there 
are no dependents, skip Section B and go to Section C. 
 

• Dependent’s name 
• Relationship to the dependent 
• Dependent’s social security number 
• Dependent’s date of birth 
• If adding dependent check (A), if deleting the dependent check (D) 

 
Complete Section C  
 
Check the appropriate box to elect to enroll or to not enroll. Employee must sign and date 
the bottom of Section C. 
 
Complete Section D - This section to be completed by OHR 
 
 
The CALHR 774 will be available as fill and print on CalHR web site. 
www.calhr.ca.gov 
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Vision Care Program Continue 
 
Sample of Premier Vision Plan Enrollment Authorization - CalHR 774 
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Vision Care Program Continue 
 
Sample of Retiree Vision Plan Enrollment Authorization - CalHR 695 
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Open Enrollment 
Open enrollment is a specific period of time when eligible employees can enroll in or change 
and/or add eligible family members who are not currently enrolled in Health, Dental, Vision, 
Consolidated Benefits (CoBen) Programs and FlexElect plans. Open enrollment is 
scheduled annually during mid-September through mid-October. Departments are notified of 
open enrollment procedures prior to each open enrollment period.  
 
Separate Open Enrollment periods are offered for Annual Leave or Sick Leave/Vacation 
Leave programs, Long Term Disability (Excluded Employees Only) and the Group Legal 
Services Insurance Plan.  CalHR will notify departments when these Open Enrollments are 
offered. 
 
This section contains the following topics: 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
Open Enrollment for Health (CalPERS), Dental, Vision, CoBen and FlexElect (CalHR) are 
conducted during the same time and are in September/October of each year, selections 
made during open enrollment take effect on January 1 of the following year, with deductions 
beginning with the December pay warrant. 
 
Annual Open Enrollment Circular Letter 
 
CalPERS annually announce open enrollment information via Circular Letters, these letters 
details specific information which includes: Open Enrollment Dates, Health Program 
Highlights, Communications Information, Health Plan Rates and Department (Employer) 
Responsibilities. 
     
 
 
 
 
 
 
 

Topic See Page 
CalPERS Annual Open Enrollment Circular Letter 293 
Dental, CoBen & FlexElect Open Enrollment 294 
CalHR Permitting Events 294 
Employees Off Pay Status and Direct Pay 294 
Employees on COBRA 295 
Effective Dates 295 
Dental Rescind 295 
Cancel or Change Open Enrollment Documents 295 
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Open Enrollment Continue 

CalHR Dental, FlexElext, CoBEN Open Enrollment  
 
Open enrollment periods are scheduled annually during the month of September through 
mid-October; the specific dates are coordinated between CalPERS and CalHR. 
Departments will be notified of open enrollment procedures prior to each open enrollment 
period. AC’s will be notified through a DGS HR Memo. Eligible employees may enroll in a 
dental plan, change plans, and add/delete dependents; for FlexElect and CoBen, eligible 
employees may enroll, cancel, or change their current options. No action is necessary for 
currently enrolled employees who don’t want to change their FlexElect Cash Option, CoBen 
Cash Option, and/or dental enrollment. However, Permanent Intermittent (PI) employees 
must re-enroll in the FlexElect/CoBen Cash Option during open enrollment if they want to 
remain in the program next year.  Additionally, all employees who want to continue 
enrollment in a FlexElect Medical and/or Dependent Care Reimbursement Account must re-
enroll each year during open enrollment. 
 
Permitting Event Codes 
 
The following Dental permitting event codes should be used when completing the STD. 692 
during an open enrollment period: 
 

Code Permitting Event 
03 New Enrollment 
15 Addition/Deletion of dependent(s) (may use one form) 
28 Change of dental plan 
29 Change of plan and addition/deletion of dependent(s) 

(may use one form) 
41 Cancelling health/dental to enroll in cash in lieu of 

benefits. Forms to SCO must be stapled together. 
Leave Blank For FlexElect and CoBen documents  

 
 
 
Employees Off Active Pay Status During Open Enrollment Period 
 
Eligible employees, who are off active pay status during the entire open enrollment period, 
may contact their Personnel Office during the open enrollment period to make changes in 
their dental enrollment or may wait and make changes within 60 days after returning to 
active pay status.  
 
Employees continuing Health and/or Dental coverage through direct pay while off pay status 
are eligible to make the same Open Enrollment changes as employees on active pay status. 
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Open Enrollment Continue 

Employees on COBRA 
 
COBRA enrollees have the same rights as active employees to make allowable changes to 
their coverage during the annual open enrollment period.  Specific instructions will be sent to 
all COBRA enrollees having Health coverage. They will receive an Open Enrollment 
package from CalPERS and Dental coverage from CalHR prior to the beginning of the open 
enrollment period. 
 
Effective Dates 
 
All correctly completed open enrollment documents that are submitted to the SCO within the 
time frames detailed in the CalHR PML will be effective January 1 of the following calendar 
year. 
 
Rescind 
 
Employees may NOT rescind a dental enrollment/changes submitted during open 
enrollment. Employees may not cancel or change a dental election after the end of the open 
enrollment period unless they experience a valid change in status. 
 
Cancel or Change Open enrollment  
 
Employees enrolling or making changes to their dental coverage during the open enrollment 
period may cancel or change their election until the end of the open enrollment period. In the 
remarks section of the new STD 692, indicate the type of action taken and attach a copy of 
the original form that was previously sent during the open enrollment period. Employees 
may not cancel or change a dental election after the end of the open enrollment period 
unless they experience a valid change in status.  
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Flex-Elect/CoBen 
 
The FlexElect Program is a voluntary tax savings program available to eligible State 
employees. Departments are responsible for ensuring that all employees are provided 
information on the FlexElect options, ensuring that interested employees are provided a 
FlexElect Handbook, and for assisting those who wish to enroll in FlexElect by ensuring all 
the appropriate forms are completed correctly and submitted timely. The following 
instructions provide the information required to assist departments in accomplishing that 
task. 
   
FlexElect handbook is available and can be downloaded from CalHR's website at  
www.calhr.ca.gov  
 
This section contains the following topics: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Topic See Page 
Flex Cash Option 298 
Dental Cash Option 3yrs Commitment 298 
Election Changes/Change in Status Event 299 
Permitting Events 299 
Court Order Impact Flex Elect 305 
Completion of Cash Option Enrollment  (STD 701C) 305 
Permanent-Intermittent (PI) Enrollment 305 
Change in Pay Status 307 
Retired While Enrolled In Flex 308 
  
CoBen 310 
Benefit Allowance 310 
Automatic Cancellation 311 
Rates 311 
CoBen Cash Options 312 
Election Change/Change In Status of Events 313 
Dental Plan 3 year Commitment 313 
Delta Dental 24 Month Restriction 314 
Administration Fee 314 
Permanent-Intermittent (PI) Enrollment 314 
Change In Pay Status 316 
Retired While Enrolled In CoBen 317 
Completion of Consolidated Benefits (CoBen) STD 702  317 
Reimbursement Account Information 319 
Completion of Reimbursement  Account Enrollment 
STD 701R 

320 

Cobra Initial Notice  322 
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Flex-Elect/CoBen Continue 
 
Flex-Elect Cash Options 
 
Employees may elect to receive cash in lieu of their own State-sponsored medical insurance 
and/or dental insurance plan and must certify that they have health and/or dental insurance 
through a spouse, domestic partner, or another source. 
  
Cash Option payments are taxable and the amounts are listed below: 
 
• $128 per month in lieu of medical insurance  
• $12 per month in lieu of dental insurance  
• $140 per month in lieu of health and dental insurance 
  
Employees, except permanent intermittent (PI) employees, who are currently enrolled in the 
Cash Option, will be automatically re-enrolled into the Cash Option for the next FlexElect 
Plan Year. Therefore, these employees are not required to complete a Cash Option 
Enrollment Authorization (STD. 701C) during the annual FlexElect Open Enrollment Period 
unless they wish to cancel or change their Cash Option enrollment. PI employees are 
required to re-enroll (complete a new STD. 701C) for each year they wish to receive the 
Cash Option. 
  
Employees who complete a form to enroll in FlexElect during the annual FlexElect Open 
Enrollment Period have until December 31 of the same year, to cancel or change their 
FlexElect Open Enrollment elections (for the next plan year). This rule also applies to 
employees who are automatically re-enrolled in the Cash Option. Accordingly, if employees 
wish to cancel or change their automatic Cash Option re-enrollment after the open 
enrollment period, they may do so no later than December 31 (prior to the new plan year). 
  
Employees who are not enrolled in the Cash Option and wish to enroll for the next FlexElect 
Plan Year, must complete a STD. 701C during the current FlexElect Open Enrollment 
Period. 
 
Dental Cash Option Three-Year Commitment 
 
Once enrolled in the Dental Cash Option, the employee is obligated to stay in the Dental 
Cash for three plan years. After completion of the three plan year commitment, employees 
may enroll in a State dental plan during the next open enrollment period. To ensure 
compliance when employees request cash option enrollment/changes during or after the 
open enrollment period the three-year commitment must be monitored. 
  
• Exception to the three-year commitment: If employees lose their other dental coverage, 

they have 60 days (after the loss of coverage) to cancel the dental cash and re-enroll 
into a State-sponsored dental plan. If this action is not requested within the 60-day 
period, employees must wait until the next open enrollment period to cancel the cash 
and re-enroll into a dental plan. 
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Flex-Elect/CoBen Continue 
 
Election Changes/Change in Status Events 
 
FlexElect enrollment choices are in effect for the entire plan year, January 1 through 
December 31. Employees may not change or cancel their FlexElect elections during the 
plan year except for allowable changes in the permitting events.  
  
In general, allowable changes in permitting events are: 
 
• Marriage, divorce, legal separation, or annulment;  
• Birth or adoption of a child;  
• Death of a spouse, domestic partner, or dependent; 
• Loss or commencement of spouse's or domestic partner's employment or loss of 

spouse's or domestic partner's medical or dental coverage due to an employment 
status change;  

• Change in employee's, spouse's, or domestic partner's work schedule (e.g., FMLA, 
NDI, SDI, IDL, time-base change that results in a loss or gain of eligibility and 
coverage, commencement or return from an unpaid leave of absence);  

• Loss or commencement of dependent's eligibility for medical coverage under the 
employee's health insurance plan;  

• Change in place of residence or worksite of the employee, spouse, domestic partner, 
or dependent;  

• Change in dependent care provider and/or provider dependent care cost. 
  
 
Flex-Elect Permitting Events 
The Permitting Event Codes/Date Chart provides a list of permitting events, permitting event 
codes, and effective date information. The Permitting Event Chart reflects newly eligible 
enrollment information and those actions allowed as a result of a valid change in status 
event. Please note that employees must submit their request (to enroll, cancel, or change) 
to their Personnel Specialist (PS) within 60 days from the date the change in status event 
occurs. Requests submitted to the PS after the 60 day time frame will not be processed. 
  
 
 
THESE PERMITTING EVENTS ONLY APPLY TO THE FLEXELECT PROGRAM. PLEASE REFER 
TO THE HEALTH BENEFITS AND/OR DENTAL PROCEDURE IN THIS MANUAL FOR 
ALLOWABLE PERMITTING EVENTS FOR THOSE BENEFITS. 
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Flex-Elect/CoBen Continue 
 
Flex-Elect Permitting Events Continue 
 

FLEXELECT PROGRAM 
PERMITTING EVENT CODES/DATES 

  
EFFECTIVE DATES:        STANDARD      First of the following month when correctly 

completed enrollment form is received at  
SCO by the 10th AND does not have to be 
returned  to the agency for correction.  

 
MANDATORY First of the month following the event.  

 
NEWLY ELIGIBLE ENROLLMENTS 

NOT CURRENTLY ENROLLED IN ANY FLEXELECT OPTION 
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Flex-Elect/CoBen Continue 
 
Flex-Elect Permitting Events Continue 
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Flex-Elect/CoBen Continue 
 
Flex-Elect Permitting Events Continue 
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Flex-Elect/CoBen Continue 
 
Flex-Elect Permitting Events Continue 
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Flex-Elect/CoBen Continue 
 
Flex-Elect Permitting Events Continue 
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Flex-Elect/CoBen Continue  
 
Court Ordered Health/Dental Coverage which Impacts Flex/CoBen Cash 
Occasionally an employee receiving Flex/CoBen Cash will be issued a court order regarding 
the provision of benefits for their dependent(s). The court order will specify that the 
dependent be enrolled into health/dental benefits. The employee receiving Flex/CoBen 
Cash must be covered elsewhere for health and/or dental benefits and the dependent(s) 
should be added to those benefits to comply with the court order. A court order is not always 
a permitting event to allow an employee to cancel the Flex/CoBen cash. 
  
Completion of STD 701C 
Instructions to assist employees in completing Sections 1-7 are contained in the FlexElect 
Handbook. Review each enrollment form to ensure it has been completed correctly. The 
Personnel Specialist will complete the remainder of the form, Sections 8-21. 
 
Example situations and specific instructions for completion of the document are outlined at 
the following website: 
 
http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual-
flexelect.aspx 
 
Permanent-Intermittent (PI) Enrollment 
Permanent-Intermittent (PI) employees may enroll, but have limited eligibility. The only 
FlexElect option available to a PI is the Cash Option. PI employees are not eligible to enroll 
in a Medical and/or Dependent Care Reimbursement Account. 
 
All PIs who expect to qualify for FlexElect during the next plan year must make an election 
to enroll in the Cash Option during the FlexElect Open Enrollment Period by completing a 
Cash Option Enrollment Authorization (STD. 701C). 
 
PI employees who enroll in FlexElect may not cancel or change their FlexElect elections, 
including their choice of State-sponsored health and/or dental plans, during the plan year 
unless they experience a valid change in status event. See Section “Election 
Changes/Change in status Events” for information regarding changes in status events. 
 
Cash Option - PI Employees 
PI employees do not receive the Cash Option on a monthly basis. Instead, they receive the 
cash as a single, lump sum six-month payment in lieu of enrollment in a State-sponsored 
health and/or dental plan for the January through June control period of each plan year for 
which they are enrolled. They are not eligible to receive the cash for the July through 
December control period because such payment would not be made until the next plan year. 
Cash Option payments made in a subsequent plan year is considered a deferral of 
compensation and is strictly prohibited by the IRS. Cash Option payments are taxable and 
are available to PI employees as follows: 
 
• $768 in lieu of health benefits  
• $72 in lieu of dental benefits  
• $840 in lieu of health and dental benefits 

  
All PI Cash Option payments are subject to the annual $12.00 FlexElect administrative fee. 
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Flex-Elect/CoBen Continue  
 
PI Eligibility for Cash Option 
In order to participate and receive the FlexElect Cash payment, a PI employee must meet 
ALL of the criteria specified below: 
 

• must have completed a STD. 701C during the open enrollment period, or as newly 
eligible after open enrollment, but prior to January 1 AND  

• must have been eligible to be enrolled in health and/or dental insurance for the entire 
January through June control period (eligibility gained as of January 1 but not 
effective until February 1 meets this criteria) AND  

• must be paid for at least 480 hours worked during the January through June control 
period (*see notes below regarding multiple PI positions and NDI time) AND  

• have a PI appointment from January 1 through June 30 of the Plan Year for which 
they have enrolled (with no break in service). 

  
Note: In situations where an employee maintains multiple PI appointments during the 
January through June control period, the department may count the hours worked from the 
multiple positions regardless of whether the multiple positions are within one department or 
multiple departments. 
  
PI's may not use NDI or SDI time to count towards their 480 qualifying hours in a control 
period to qualify for the lump-sum cash payment. 
 

Form Submission for Cash Option - PI Employees 
Employees who were eligible for health and/or dental but were not currently enrolled and 
were electing the Cash Option in lieu of medical and/or dental. 
 
These employees must have completed a STD. 701C during the open enrollment period. On 
or after July 1st, the Personnel Specialist will verify the qualifying hours during the January-
June control period. For those employees who worked the required 480 hours AND meet 
the other eligibility criteria, the STD. 701C should be forwarded to OHR to request the Cash 
Option payment. 
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Flex-Elect/CoBen Continue  
 
Change In Pay Status While Enrolled In FlexElect 
 
Non-Industrial Disability (NDI) 
If employees go on NDI while enrolled in FlexElect, all of their FlexElect elections will remain 
in effect and will be reflected on their NDI paycheck (i.e. Cash Options, and/or 
reimbursement account deductions, etc.). 
   
Industrial Disability Leave (IDL) and Temporary Disability (TD) 
If employees go on IDL or TD while enrolled in FlexElect, and they elected to receive the 
Cash Option for health and/or dental, their cash elections will remain in effect. Employees 
will receive a separate check for the Cash Option, which will be issued approximately one 
week after their IDL or TD paycheck is issued. If they elected to enroll in one or both of the 
reimbursement accounts, their deductions into the account(s) will stop for as long as they 
are on IDL or TD. If the employees return to regular pay status within the FlexElect Plan 
Year, their reimbursement account deductions will resume. However, if employees go on 
IDL or TD with Supplementation (IDLS or TDS), their reimbursement account deductions will 
continue provided the amount of their supplementation income is large enough to cover the 
full amount of their monthly reimbursement account deduction. 
   
State Disability Insurance (SDI) 
For employees in certain Bargaining Units (check the MOUs): If employees go on SDI while 
enrolled in a reimbursement account and/or cash option, their enrollment will stop while they 
are on leave. If they return to pay status in the same FlexElect plan year, their enrollment 
will resume. If they are enrolled in the medical reimbursement account and wish to continue 
to submit claims for services provided during their unpaid leave of absence, they may elect 
to continue to make contributions through COBRA. 
  
Unpaid Leave of Absence 
If employees leave "pay status" while enrolled in FlexElect, their FlexElect elections will stop 
for as long as they continue to remain on unpaid leave. For those employees who are 
enrolled in the automatic Cash Option, their Cash Option election will resume when they 
return to pay status. 
  
Military Leave 
Pursuant to Government Code Section 19775.18, state employees called to active military 
duty for the War on Terrorism are eligible to retain their State benefits for up to 365 calendar 
days above the 180 calendar days provided by GC Section 19775.17. If an employee is 
currently receiving Flex Cash in lieu of health and/or dental benefits, he/she may continue to 
receive the cash for the duration of their military leave, not to exceed the time limits 
mentioned above. Military Leave is not a permitting event to newly enroll into the Flex Cash 
Program. 
  
Employees enrolled in the medical reimbursement account may elect to continue their 
coverage via COBRA or their deductions will stop for the duration of their leave. 
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Flex-Elect/CoBen Continue  
  
Retiring While Enrolled In FlexElect 
Retired employees are not eligible for FlexElect. There are several different situations that 
may apply to employees who retire while enrolled in FlexElect.  
 
If employees retire and; 
  
Choose the Cash Option instead of their own medical/dental insurance plan; 
Employees have up to 30 days prior to and 60 days following, the date of their retirement to 
enroll in any California Public Employees' Retirement System (CalPERS) medical/State-
sponsored dental insurance plan. If employees do not enroll within the specified time period, 
they must wait until the next health/dental open enrollment period. The enrollment at that 
point would be handled through CalPERS. 
  
Retain their State-sponsored medical insurance plan; 
No action is necessary for employees to continue their medical insurance benefit into 
retirement. CalPERS will automatically continue employees' medical plans in retirement. 
   
Retain their own State-sponsored dental insurance; 
The employee will need to complete and submit a STD. 692 to OHR to continue their dental 
insurance benefits into retirement.   
  
Use the Medical Reimbursement Account; 
Deductions into the account will automatically stop upon retirement. Employees may 
continue their Medical Reimbursement Account contributions under COBRA. Submit 
completed Reimbursement Enrollment Authorization (STD 701R) by the employee to OHR 
prior to the date of retirement.  
   
Use the Dependent Care Reimbursement Account; 
Deductions into the account will automatically stop upon retirement. Retired employees 
cannot continue their dependent care contributions under COBRA. 
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Sample of Cash Option Enrollment Authorization STD 701C 
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Flex-Elect/CoBen Continue  
 
Consolidated Benefits (CoBen) 
 
Consolidated Benefits (CoBen) is administered by the California Department of Human 
Resources (CalHR) Benefits Division. Departments are responsible for ensuring that all 
employees are provided information on the CoBen benefit.  
 
The two types of benefits presented under the CoBen program are: 
 

• The Consolidated Benefits (CoBen) Program Benefit Allowance is automatically 
established in the State Controller’s Office (SCO) payroll system to offset eligible 
employees’ health, dental, and vision total benefits cost.  

• The Consolidated Benefits (CoBen) Program Cash Option is a cash payment option, 
in lieu of maintaining State-sponsored health or health and dental benefits, which is 
available to eligible State employees. Departments are responsible for assisting 
those employees who wish to enroll in CoBen Cash, by ensuring that all the 
appropriate documents are completed correctly and timely.  

 
Benefit Allowance 
 
The State will establish one “combined” employer contribution amount for an employee’s 
health, dental, and vision benefits. The employees’ benefit allowance is automatically 
established in the SCO payroll system; therefore, no enrollment form is required. Based on 
the health, dental, and vision plans an eligible employee chooses, the full premium cost is 
deducted from the employee’s benefit allowance. Eligible employees are automatically 
enrolled in the State’s vision plan. The vision benefit is mandatory under CoBen and eligible 
employees may not cancel their State-sponsored vision coverage. 
  
The amount of employees’ benefit allowance will depend on the number of dependents that 
employees choose to cover. If employees are enrolled in both a State-sponsored health and 
dental plan, their health benefit enrollment party code will determine the amount of the 
benefit allowance they will receive. 
  
If the total cost of the plans employees choose is less than their benefit allowance, they 
receive the difference as taxable cash (excess cash) in their paycheck. The excess cash 
amount will be subject to state, federal, and social security taxes. In order to receive excess 
cash, employees must be enrolled in health, dental, and vision. If employees are not 
enrolled in all three benefits, then they will not be eligible to receive excess cash. 
  
If the total cost of the plans employees choose is more than their benefit allowance, they 
pay the difference (out-of-pocket) with pre-tax dollars automatically deducted from their 
paycheck. The out-of-pocket amount will not be subject to state, federal, and social security 
taxes. 
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Flex-Elect/CoBen Continue  
 
Benefit Allowance Continue 
 
If employees enrolled in health and vision only, they will receive the lesser of the total 
premium cost or the CoBen allowance amount. 
  
If employees elect to receive cash in lieu of their State-sponsored health plan but enroll in a 
State-sponsored dental plan, then the benefit allowance will be the amount of their dental 
and vision premium. In this situation, employees will receive cash in lieu of health, and the 
employees’ dental and vision premium will be fully paid. The employee will not have an out-
of-pocket dental and vision premium cost. 
  
Automatic Cancellation 
 
Employees benefit allowance will automatically stop at the time of retirement, separation, 
benefits are canceled for non-eligibility, or there is a change in their eligibility for 
Consolidated Benefits. At retirement, their health and dental deduction (if any) will be shown 
as the State share and retiree share of the applicable premiums. The Personnel Office is 
required to offer employees COBRA continuation if they want to continue their State-
sponsored vision coverage at the time of retirement. The State will continue to fully pay the 
vision premium for eligible active employees. 
  
 Represented Employee CoBen Allowance 
 
The CoBen allowance for represented employees is determined through collective 
bargaining. 
  
New employees who have never had State health benefit eligibility may be subject to health 
dependent vesting. Employees in bargaining units that have contracted for health dependent 
vesting are provided with 50 percent of the employer dependent contribution the first 12 
months, and 75 percent of the employer dependent contribution for months 13 through 24. 
After 24 months, these employees will receive the full employer dependent contribution 
applicable to their bargaining unit. Please refer to the appropriate collective bargaining 
agreement for specific criteria for determining if an employee is subject to health dependent 
vesting. 
  
Rates 
 
The CoBen allowance for Rank and File employees is determined through collective 
bargaining. Rates may be subject to change through the collective bargaining process and 
are subject to Budget approval. Any future changes will be posted to CalHR web site. CalHR 
will notify departments if there are subsequent changes to these rates. 
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CoBen Cash Options 
 
Employees may elect to receive cash in lieu of their own State-sponsored health insurance 
or health and dental insurance plan. Employees may not elect to receive cash in lieu of 
dental coverage only. Employees must certify that they have health and/or dental coverage 
through a spouse, domestic partner, or another source to be eligible for cash option. 
  
Cash Option payments are taxable and the amounts are listed below: 

• $155 per month in lieu of health and dental insurance  
• $130 per month in lieu of health only 

  
Employees in CoBen are eligible for the CoBen Cash Option in lieu of health or health and 
dental benefits, therefore, they are not eligible for the State’s FlexElect Cash Option 
Program. Retired employees are not eligible for CoBen Cash. 
  
Employees may make certain changes to their health/dental insurance for purposes of 
enrolling in CoBen Cash. The type of change is based on the permitting event. Refer to 
the CoBen Program Permitting Event Codes to determine if the event is one that will allow 
employees to make a change and for the appropriate reason codes, etc. 
  
Newly Employees 
 
To enroll in CoBen Cash as a newly eligible employee, employees must complete Std. 702 - 
CoBen Cash Enrollment Election  and all of the appropriate forms (HBD12/12A, STD 692) 
which must be submitted as a package.  
 
Employees who are not currently enrolled in the CoBen Cash Option and wish to enroll in 
the Cash Option for the next Plan Year, must complete a Consolidated Benefits (CoBen) 
Cash Enrollment Election (STD. 702) during an open enrollment period or as newly eligible. 
The CoBen Cash Plan Year is from January 1 through December 31. 
  
Employees who are currently enrolled in the Cash Option will be automatically reenrolled 
into the Cash Option for the next plan year. It is not necessary for these employees to 
complete a Consolidated Benefits (CoBen) Cash Enrollment Election (STD. 702) during a 
CoBen Cash Open Enrollment Period, unless they wish to cancel or change their Cash 
Option Enrollment. 
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Election Change/Change In Status Events 
 
Under the Internal Revenue Code governing the CoBen Program, employees who enroll or 
make changes to their Cash Option during an Open Enrollment Period may cancel or 
change their election through December 31. This rule also applies to employees who are 
automatically reenrolled in the Cash Option. Accordingly, if employees wish to cancel their 
automatic Cash Option reenrollment after the Open Enrollment Period has ended, they may 
do so, provided it is done on or before December 31 in the same year. 
  

• Eligible employees enrolled in CoBen Cash may also enroll in the State’s FlexElect 
Program’s, Dependent Care Reimbursement Account and/or Medical Reimbursement 
Account.  

• Permanent-Intermittent (PI) employees wishing to participate in the Cash Option, will 
not have their enrollment automatically continued. PI employees are required to 
complete a STD. 702 each year they wish to receive the Cash Option.  

• If the employee is not enrolled in a State-sponsored health and/or dental plan at the 
time of his/her death, then the surviving spouse and dependents can’t enroll in a 
medical or dental plan unless the California Public Employees’ Retirement System 
(CalPERS) determines they’re eligible for survivor benefits.  

• Employees who are eligible to receive survivor benefits after the death of the spouse 
or domestic partner can continue to receive CoBen Cash. 

 
Employees may make certain changes to their health/dental insurance for purposes of 
enrolling in CoBen Cash. The type of change is based on the permitting event. Refer to the 
CalPERS Health Benefits and the Dental Procedure Manuals to determine if the event is 
one that will allow employees to make a change and for the appropriate reason codes, etc. 
  
To enroll in CoBen Cash as a newly eligible employee, employees must complete all of the 
appropriate forms which must be submitted as a package.   
  
Dental Plan Three-Year Commitment 
 
For dental insurance, remember that the choice employees make for dental insurance is a 
three-year (plan year) commitment. It is very important that employees who enroll in the 
cash option are made aware of the three-year dental commitment. After completing the 
three-year commitment, employees may enroll in a dental plan during the open enrollment 
period. There is no three-year commitment for employees who are not enrolled in the Cash 
Option. 
  
If employees enroll in the Cash Option for health and dental, they may not cancel their 
dental Cash Option for three years unless the following occurs: 
 

• Lose their other dental coverage;  
• Cancel both their health and dental CoBen Cash during an open enrollment period; or  
• Due to a valid permitting event under the CoBen Program. 

  
If one of these events occurs, then the employee may enroll in a dental plan prior to the end 
of the three-year commitment period. 
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Delta Dental Plan 24-Month Restriction 
 
Employees in CoBen do not serve the State Dental Program’s Delta Dental 24-month 
restriction period. Newly hired employees and those employees who transfer from a 
Bargaining Unit that is not eligible for CoBen to a Bargaining Unit that is eligible for CoBen, 
including those employees who are currently serving the 24-month restriction will be allowed 
to enroll or change to a Delta Dental plan. 
  
 Administrative Fee 
 
Those employees who enroll in the CoBen Cash Option only in lieu of enrolling in State-
sponsored benefits, will not pay a monthly administrative fee. Those employees enrolled in 
CoBen Cash and also enrolled in a FlexElect Program Medical and/or Dependent Care 
Reimbursement Account will pay a $1.00 monthly administrative fee. The administrative fee 
will be deducted from their after tax salary each month. The administrative fee will be 
determined each year by the CalHR. 
 
Permanent-Intermittent (PI) Enrollment 
 
Permanent-Intermittent (PI) employees may enroll, but have limited eligibility. PI employees 
are not eligible to enroll in a Medical and/or Dependent Care Reimbursement Account. 
 
All PIs who expect to qualify for CoBen Cash during the next plan year must make an 
election to enroll in the Cash Option during the CoBen Open Enrollment Period by 
completing a Consolidated Benefits Cash Enrollment Election (STD. 702).  . 
 
In the event PIs who do not qualify during the open enrollment period, will have another 
opportunity to enroll in the CoBen Cash during the next open enrollment period. 
 
PI employees who enroll in CoBen Cash may not cancel or change their elections, including 
their choice of State-sponsored health and/or dental plans, during the plan year unless they 
experience a valid change in status event. See Section “Election Changes/Change in status 
Events” for information regarding changes in status events. 
 
 Cash Option - PI Employees 
Cash Option payments are taxable and available to PI employees as follows: 
 

• $930 lump-sum payment in lieu of health and dental insurance  
• $780 lump-sum payment in lieu of health only 

  
The lump-sum cash payment is for the January through June control period for the plan year 
in which the PI is enrolled. PI employees are not eligible to receive cash for the July through 
December control period because such payment would not be made until the next plan year. 
Such payments made in a subsequent plan year are considered a deferral of income which 
is strictly prohibited by IRS. 
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PI Eligibility for Cash Option 
In order to participate and receive the Coben Cash payment, a PI employee must meet ALL 
of the criteria specified below: 
 

• must have completed a STD. 702 during the open enrollment period, or as newly 
eligible after open enrollment, but prior to January 1 AND  

• must have been eligible to be enrolled in health and/or dental insurance for the entire 
January through June control period (eligibility gained as of January 1 but not 
effective until February 1 meets this criteria) AND  

• must be paid for at least 480 hours worked during the January through June control 
period (*see notes below regarding multiple PI positions and NDI time) AND  

• have a PI appointment from January 1 through June 30 of the Plan Year for which 
they have enrolled (with no break in service). 

  
Note: In situations where an employee maintains multiple PI appointments during the 
January through June control period, the department may count the hours worked from the 
multiple positions regardless of whether the multiple positions are within one department or 
multiple departments. 
  
PI's may not use NDI or SDI time to count towards their 480 qualifying hours in a control 
period to qualify for the lump-sum cash payment. 
  
. 
 Form Submission for Cash Option - PI Employees 
Employees who were eligible for health and/or dental but were not currently enrolled and 
were electing the Cash Option in lieu of medical and/or dental. 
 
These employees must have completed a STD. 702 during the open enrollment period. On 
or after July 1st, the Personnel Specialist will verify the qualifying hours during the January-
June control period. For those employees who worked the required 480 hours AND meet 
the other eligibility criteria, the STD. 702 should be forwarded to OHR to request the Cash 
Option payment. 
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Change In Pay Status While Enrolled In CoBen Cash 

Non-Industrial Disability (NDI) and Temporary Disability (TD) 
If employees go on IDL or TD and they elected to receive the CoBen Cash Option for health 
or health and dental, their cash elections will remain in effect. Employees will receive a 
separate check for the Cash Option, which will be issued approximately one week after their 
IDL or TD paycheck is issued. 
 

Industrial Disability Leave (IDL) 
If employees go on IDL while enrolled in CoBen Cash, and they elected to receive CoBen 
Cash for health or health and dental, their cash election will remain in effect. Employees will 
receive a separate check for the Cash Option, which will be issued approximately one week 
after their IDL paycheck is issued. 
 

State Disability Insurance (SDI) 
For employees in Bargaining Unit 17 (only): If a Unit 17 employee goes on SDI while 
enrolled in the CoBen cash option, their enrollment will stop while they are on leave. If they 
return to pay status in the same CoBen plan year, their enrollment will resume. 
 

Unpaid Leave of Absence 
If employees leave “pay status” while enrolled in CoBen Cash, their CoBen Cash election 
will stop for as long as they continue to remain on unpaid leave. If they return to pay status 
in the same plan year, then their enrollment will resume. 
 

Military Leave 
Pursuant to Government Code Section 19755.18, state employees called to active military 
duty for the War on Terrorism are eligible to retain their State benefits for up to 365 calendar 
days above the 180 calendar days provided by GC Section 19755.17. If an employee is 
currently receiving CoBen Cash in lieu of health and/or dental benefits, he/she may continue 
to receive the cash for the duration of their military leave, not to exceed the time limits 
mentioned above. Military Leave is not a permitting event to newly enroll into the CoBen 
Cash Program. Employees enrolled in the medical reimbursement account may elect to 
continue their coverage via COBRA or their deduction will stop for the duration of their 
leave. 
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Retiring While Enrolled In CoBen Cash 
Retired employees are not eligible for CoBen Cash. There are several different situations 
that may apply to employees who retire while enrolled in CoBen Cash.  
 
If employees retire and; 
  
Choose the Cash Option instead of their own medical/dental insurance plan; 
Employees have up to 30 days prior to and 60 days following, the date of their retirement to 
enroll in any California Public Employees' Retirement System (CalPERS) medical/State-
sponsored dental insurance plan. If employees do not enroll within the specified time period, 
they must wait until the next health/dental open enrollment period. The enrollment at that 
point would be handled through CalPERS. 
  
Retain their State-sponsored medical insurance plan; 
No action is necessary for employees to continue their medical insurance benefit into 
retirement. CalPERS will automatically continue employees' medical plans in retirement. 
   
Retain their own State-sponsored dental insurance; 
The employee will need to complete and submit a STD. 692 to OHR to continue their dental 
insurance benefits into retirement.   
 
Completion of STD 702 
Instructions to assist employees in completing Sections 1-7 are contained on the CalHR 
website below. Review each enrollment form to ensure it has been completed correctly. The 
Personnel Specialist will complete the remainder of the form, Sections 8-21. 
 
Example situations and specific instructions for completion of the document are outlined at 
the following website: 
 
http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual-
consolidated-benefits.aspx 
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Sample of Consolidated Benefits (CoBen) STD 702  
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Reimbursement Account Information and Procedures 
 
This program lets State employees set aside money in a reimbursement account to pay for 
certain kinds of expenses. Employees can increase their take home pay and decrease their 
taxable income. They will need to specify the amount to be deducted from their paycheck, 
and the deductions occur before tax withholding, reducing tax liability. There are two types 
of accounts. 
  
• Medical reimbursement accounts (MRA) - Set aside money to reimburse eligible 

medical expenses. 
• Dependent care reimbursement accounts - Set aside money to reimburse dependent 

day care expenses. 
  
When the employee enrolls in a reimbursement account they will designate an amount to be 
deducted each month from their wages. That money is automatically deposited in an 
account for one plan year. After they receive health-related or dependent care services 
during that year, they will submit a claim for reimbursement from the account. A 
reimbursement check will be mailed to the employee. 
  
Enrollment 

Employees may enroll in a reimbursement account within 60 days after becoming "newly 
eligible" for these benefits or during the annual Open Enrollment period. 
   
Who Can Enroll 

An employee is eligible to enroll in a reimbursement account if they have a permanent 
position that is half- time or more. If the employee is in a limited term (LT) or temporary 
(TAU) position, they are eligible if they have a mandatory right of return to a permanent 
position that is half-time or more unless they are in the CoBen Program. CoBen employees 
are eligible even if they are in a LT or TAU appointment. If the employee is a permanent-
intermittent employee, they are not eligible to enroll in a reimbursement account.  
  
Open Enrollment 
Open Enrollment period for FlexElect Medical Reimbursement Accounts and Dependent 
Care Reimbursement Accounts is usually in September through October. The specific open 
enrollment period dates will be communicated to departments prior to the beginning of the 
open enrollment period. Employees must sign and submit their documents to their 
Personnel Specialist no later than the last day of the open enrollment period. The effective 
date of any action during open enrollment is January 1 of the following year. 
  . 
• If an employee is currently enrolled in a FlexElect Reimbursement Account and want 

to participate again next year, they must re-enroll.  
• If an employee is enrolled or re-enroll into a FlexElect Reimbursement Account 

during open enrollment, they have until December 31 to cancel or change their 
election.  

. 
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Reimbursement Account Information and Procedures Continue 
 
Newly Eligible 
 
In addition to the annual open enrollment period, employees also have the opportunity to 
enroll in a reimbursement account within 60 days after becoming "newly eligible." Newly 
employees are eligible if: 
 
• They are a new State employee hired after the open enrollment period;  
• they were on an approved leave of absence during the entire open enrollment period;  
• they experience a change in status that permits them to enroll as newly eligible. If 

they change in status results in a concurrent approved leave of absence (e.g., birth of 
child followed by a maternity leave), they may enroll by the deadlines specified below 
after they return to work; or  

• their time base/employee designation changes from one that was ineligible to one 
that is eligible, or they change from a permanent-intermittent position to a permanent 
position with a time base of half-time or more. 

 
If employees are newly eligible and want to enroll in a reimbursement account, they must 
submit enrollment forms to the HR Office within 60 days after becoming newly eligible. If 
they complete the forms correctly, and the State Controller's Office receives them by the 
10th of the month, the enrollment is effective the 1st of the following month (except when the 
10th is on a weekend or holiday, in which case the cut-off date will be on the next regular 
workday). 
   
Instruction of Completion 701R 
 
Instructions to assist employees in completing Sections 1-7 are contained in the FlexElect 
Handbook. Review each enrollment form to ensure it has been completed correctly. Submit 
to your Personnel Specialist and they will complete the remainder of the form, Sections 8-
21.  
 
Specific instructions for completion of the form are outlined in the link below: 
 
http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual-flexelect.aspx 
 
Additional Information Medical/Dependent Care 
 
Additional information for reimbursement accounts for Medical/Dependent Care can be 
found at the following links: 
 
http://www.calhr.ca.gov/employees/Pages/reimbursement-accounts-medical.aspx  
 
http://www.calhr.ca.gov/employees/Pages/reimbursement-accounts-dependent-care.aspx 
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Sample of Reimbursement Account Enrollment Authorization Form STD 701R 
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Reimbursement Account Information and Procedures Continue 
 
COBRA Initial Notice 
The COBRA Initial Notice is the first of the two required COBRA notices. In compliance with 
the provisions of COBRA requiring the employer to notify the employees of their COBRA 
rights, the Personnel Specialist must provide the initial notice to employees within 90 days of 
their enrollment in the MRA (i.e., when they first become covered under the MRA). An 
exception to the 90-day rule is when a qualifying event occurs before the initial notice is 
provided. In that case, an initial notice must be provided along with the election notice and 
election form. 
  
The COBRA Initial Notice is intended to provide a summary of their right to continue the 
MRA under COBRA if they experience a COBRA qualifying event.  
  
COBRA Election Notice and COBRA Election Form (CalHR 689) 

 
Employee Responsibility – It is the employee’s responsibility to inform his/or her office when 
a qualifying event occurs. The Personnel Specialist must receive the notification within 60 
days after the date of the event or the date on which coverage is lost. If the notice to the 
Personnel Specialist is not received timely, then COBRA continuation coverage will not be 
offered. 
 
Attendance Clerk – notify the Personnel Specialist of when an employee dies, terminated 
from employment, or a reduction in hours that results in a loss of eligibility. At the time the 
qualifying event has occurred or when notified timely of a qualifying event, the Personnel 
Specialist must provide within 14 days, COBRA Election Notice and COBRA Election Form 
(CalHR 689) to the employee. 
 
A Reimbursement Account Enrollment Authorization (STD. 701R) should also be included 
with the notification.  
   
Employee Responsibility After Receiving COBRA Election Notice and COBRA Election Form 
If the employee wishes to elect COBRA, he/she must complete the COBRA Election Form 
and a STD. 701R for "COBRA Continuation" and the documents to the Personnel Specialist 
within 60 days from the date of the COBRA Election Notice.  
 
The Personnel Office will keep one copy of the completed STD. 701R with the COBRA 
Election Form in the employee's personnel file and mail the original and 1st initial payment to 
CalHR. 
  
In addition, the enrollee must submit a personal check, money order, or cashier's check 
payable to CalHR in the amount of one monthly premium plus an additional 2% for 
administrative costs. 
 
For example, if a participant elects to continue a MRA at $100.00 a month, the total monthly 
COBRA premium will be $102.00. Subsequently, by the first of each month the employees 
are responsible for submitting their COBRA payment to CalHR. 
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Reimbursement Account Information and Procedures Continue 
 
 
CalHR's Responsibility After Receiving Completed COBRA Election Form 
 
CalHR will send a COBRA Enrollment Confirmation Memo to participants. CalHR will 
process the participants payments and ensure the amounts are credited to their MRA. 
   
Events Resulting in the Loss of COBRA Coverage 
1. Failure to pay the required contributions within the prescribed timeframes.  
2. Failure to request reimbursement for valid medical expenses by June 30 for the prior 

plan year account. 
 
Payments must be submitted and be received by CalHR the first of each month. Mail 
payments to: 
  
California Department of Human Resources 
Benefits Division/FlexElect Program 
1515 S Street North Building, Suite 400 
Sacramento, CA 95811-7258 
 
The COBRA Election Notice and Election Form is also available on CalHR's web site. 
www.calhr.ca.gov 
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Sample of COBRA Election form CalHR 689 
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Separation Process 
  
This Manual Section 
 
• Identifies the types of separations 
• Defines the Labor Code Assembly Bill (AB) 2410 
• Describes the responsibilities of separating employees  
• Describes the Attendance Coordinator’s responsibilities in processing employee’s 

separation from State service 
 

 
This section contains the following topics: 
 

Topic See Page 
Types of Separation 326 
Assembly Bill (AB 2410) 327 
Attendance Coordinator Responsibility 328 
Separation Packet 329 
Separation Checklist 330 
ABMS Separation Alert 332 
Completing PAL Entry 333 
Absence and Additional Time Work STD 634 336 
Employee Separation Clearance Checklist 339 
Separation/Disposition of CalPERS STD 687 341 
Part Time – Seasonal Temporary PST Retirement Plan 349 
Statement of Economic Interest Form 700 349 
Service Retirement 351 
Employee Death 354 
Absence Without Leave (AWOL) 355 
Termination of Temporary Authorization Appointment 
(TAU) 

357 

Termination of Limited Term Appointment (LT) 358 
Termination of Intermittent Appointment 359 
COBRA 360 

 
 
 
The Separations chapter explains the separation process and your responsibilities.  A brief 
overview and guidelines for processing separation documents are included in this chapter.   
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Separation Process Continue 
 

Types of Separations 
 
The table below identifies the different types of separation and a brief description of each 
type of separation. 
 

Type of 
Separation 

Description 

Resignation Voluntary resignation from any appointment 
including while on a leave of absence 

Termination 
Without Fault 

Layoff situations or for medical reasons 

Termination 
with Fault 

No layoff situations 

Leave of 
Absence 

NDI, SDI, Military Leave, Temporary 

Retirement Service or Disability 
Other Termination due to Illegal Appointment, Adverse 

Suspension, Rejection During Probation, Death, 
Cancellation of Appointment 

 

 
There are two distinct types of separations.  The distinction is needed for the accumulation 
and computation of qualifying service toward employee benefits, rights and privileges. 
 
Permanent Separation 
    
Permanent separation includes service retirement, dismissal, resignation, absence without 
leave (AWOL), rejection during probation, failure to meet conditions of employment and 
termination of limited term (LT), temporary authorization (TAU), emergency Career 
Executive Assignment (CEA) or exempt appointments. 
 
Temporary Separation  
 
Temporary separations must be documented and includes leave of absence, military leave, 
suspension, disability retirement and termination for medical, layoff and displacement. 
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Separation Process Continue 
 
Types of Separations Continue 
 
Transfers 
 
Transfers are also considered a type of separation although it is not a permanent or 
temporary separation from State service.  It is a separation from one area of State service to 
another.   

 
The employee may not have physically stopped working, but the reporting unit 
and/or State department changes.  The following examples define transfers within 
DGS, and to another State department: 
 

 Transfer within the Department is when an appointment changes the employee’s 
classification and/or reporting unit. 
 

 Transfer out of the Department is when the employee accepts another position 
with another State department. 

 
 
Labor Code AB2410 
 
The employer (DGS) has 72 hours in which to provide payment in full, to the employee.  The 
72 hours is a continuous period that includes weekends and holidays.  See labor code 
applicable to State employees via link below: 
 
Labor Code AB2410 
 
For example, if an employee resigns without prior notice on a Friday at  
5 p.m., the employer has until 5 p.m. the following Monday to deliver wages due.  If that 
timeframe is not met, the employer is subject to pay penalties to the employee.   
 
Important! In order to avoid paying penalties, it is imperative the Attendance Clerk 
notifies the Personnel Specialist immediately of the employee’s separation date and 
last day he/she will physically work. The Personnel Specialist will determine if a 
salary advance will need to be issued. 
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Separation Process Continue 
 
Attendance Coordinator Responsibility  
 
The Separation Process is the method used when an employee separates from State 
service.   
 
In the event of an employee’s death, refer to Deceased Employee Guidelines.  
  
Once you know the employee’s proposed separation date, your responsibilities will be to 
coordinate the separation documents the employee is required to complete. 
 
You will forward the Separation Package within each document time frame to your 
Personnel Specialist (PS) in the Personnel Transactions Unit (PTU) in the Office of Human 
Resources (OHR).  Refer to Separation Documents Samples and Guidelines for instructions 
on completing each required form.  
 

Attendance  
Coordinator’s  
Separation 
Responsibilities: 

 Notify the PS immediately with proposed 
separation date. 
 

 ABMS Separation Alert 
 

 Complete a Separation Document Checklist (GS-
71). 
 

 Provide employee with the separation documents 
and have her/him complete the documents in ink. 

 
 Review Project Accounting Leave (PAL) or 

Timesheet (STD 634) for accuracy of time 
employee worked. 

 
 Review all documents for thoroughness, accuracy 

and clarity. 
 

 Provide employee with copies of the separation 
documents. 
 

 Submit the Separation Package to PTU within 5 
working days of separation. 

 
 
A delay in submission may delay the employee’s final pay warrant and continuation of 
benefits. 
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Separation Process Continue 
 
Separation Package  
 
The table below lists the documents in the Separation Package.  Refer to Separation 
Document Samples and Guidelines for instructions to complete each document.  Unless 
otherwise noted, the documents are to be received in PTU within 5 working days from date 
of separation. 
 
 
YES:  Required        NO:  Not required    OPTIONAL:  Conditional      ASTERISK(*):  See comments 

Separation 
Document 

Perm 
Sep 

Retirement Transfer 
Within 
DGS 

Transfer To 
New Agency 

Comments or 
Submission Deadlines 

(from the date of 
separation) 

PAL Time Entry 
(Not a document) 

YES YES YES YES Review PAL for accuracy 
of time employee worked. 
Refer to your ABMS 
manual. 

Absence and 
Time Worked 
(STD.634) 

YES* YES* N/A YES* *BOARDS AND 
COMMISSIONS ONLY 

Employee’s 
Separation 
Clearance 
Checklist     
(DGS OHR 11) 

YES YES YES YES  

Sep/Disp of 
CalPERS 
Contributions 
(STD.687) 

YES Optional* NO NO *If retiree is going to have 
an address change. 
 

PST Retirement 
Plan Benefit 
Payment 
Application  

YES* YES* YES* YES* *If the employee was 
Seasonal, Temporary or 
contributed to PST. 
Contact Savings Plus 

Statement of 
Economic 
Interests   (Form 
700) 

YES* YES* YES* YES* *If employee is leaving a 
position that is designated 
Conflict of Interest. 

 
 
The forms are samples only and shall not be reproduced.  It is recommended Attendance 
Clerk keep a supply of forms.  PTU does not provide copies. 
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Separation Process Continue 
 
Separation Checklist 

 
The Separation Document Checklist (DGS OHR-71) may be used as a guideline while 
coordinating required separation documents for the employee to complete.  Documents the 
employee will complete will depend on the separation type. 
 
The Separation Document Checklist is required for the following separation types: 
 

 Death 
 Dismissal 
 Rejection from probation 
 Resignation 
 Service retirement 
 Transfer to another State agency 
 Transfer within DGS (Review the Checklist to see what forms are required for the 

intra office transfer.) 
 
The following temporary separations may also require a Separation Document Checklist: 
 

 Disability retirement 
 Layoff 
 Medical termination 

 
The Separation Document Checklist is to be completed by the AC.  The AC may type or use 
a ballpoint pen.  Do not use a pencil. 
 

 

Section 1 
 

You shall enter: 
 

 Employee’s full name 

 Agency/Unit number 

 Separation type 

 Separation date 

 Place a checkmark next to forms completed. 

If the employee is eligible for continuation of benefits, (e.g., 
COBRA), but the forms are not being submitted with the 
Separation Package, make a notation when the forms were 
given to the employee. 

 

Section 2 
 

The PS will complete this section. 
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Separation Process Continue 
 
Sample of Separation Document Checklist – DGS OHR 71 
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Separation Process Continue 
 
ABMS Separation Alert 
 
Refer to your Oracle Human Resources Training Manual (ABMS) for directions. 
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Separation Process Continue 
 
Completing Project Accounting and Leave (PAL) Time Entry 
 
Refer to your Oracle Human Resources Attendance Coordinator Guide (ABMS) for 
directions. 
 
(Boards and Commissions: refer to Boards and Commissions – Absence and Additional 
Time Worked Time and Attendance -STD.634). 
 
Submission 
 
Review the employee’s PAL Time Entry before submitting the separation documents to 
PTU.  The employee’s supervisor must approve time worked by the employee in PAL before 
the employee’s separation date.  
 
 DO NOT enter separation information in ABMS if the employee is transferring from one 

DGS office to another. 
 

 Leave balance must be reviewed with the employee prior to forwarding the separation 
package to PTU. The Personnel Specialist cannot reconcile and transfer leave balance 
to a receiving agency or complete and request the separating employee’s lump sum 
payment if the leave balances are incorrect. 

 
When the employee separates, and/or transfers to another State agency, it is vital that you 
review the employee’s time worked for accuracy.  If the time worked is incorrect, the 
outcome could be a “dock” situation.   A “dock” situation is when the employee has been 
overpaid for time not worked. This results an overpayment to the employee. 
 
When a dock situation occurs, PTU will need to set up an account receivable to collect the 
money owed from the employee. 
 
Once the information is entered into ABMS it will execute email alerts to OHR, Fiscal, ETS 
and BSO. 
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PAL User Guide  
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Separation Process Continue 
 
Sample of PAL Timesheet 
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Separation Process Continue 
 
Absence and Additional Time Worked (STD.634) - Boards and Commissions only  
  
Boards and Commissions do not have access to PAL, therefore, an Absence and Additional 
Time Worked (Absence Request or STD.634) signed by the employee and approved by the 
supervisor must be submitted at the time of separation.   
 
An Absence Request is required for all separations and transfers even if no time was used. 
 
Submission 
 
The STD.634 is completed by the employee on or before the last day physically worked.  
Review the STD.634 for accuracy and clarity for time employee worked.   

 
The employee’s supervisor must approve time worked.  Attach the approved STD.634 to the 
Separation Document Checklist and submit to PTU within 5 days of the date of separation. 
 
Completing the Absence and Additional Time Worked (STD.634)  
 
The instructions that follow are for separations only.  You may assist the employee in 
completing the STD.634.  It may be typed or use a ballpoint pen.  Please do not use a 
pencil.  PTU will return STD.634’s that have been signed in pencil. 
 
Item #7:   

 If the employee separated during the middle of the pay period, draw a line 
in Item 7A, beginning from the day after the date of separation through the 
end of the month.  
 

 Intermittent time base: hours the employee worked in the pay period must 
be posted up to the date of separation. 

 
 Leave credits the employee used in the pay period must be posted up to 

the date of separation. 
 

 Specify the employee’s separating status and date of separation above the 
line. (E.g., “Transferred to Dept of Education, separated effective 
mm/dd/yy). 
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Separation Process Continue 
 
Completing the Absence and Additional Time Worked (STD.634) Continue 
 
 
Item #9:   

1. The STD.634 must be signed and dated by the employee.   If employee is 
unavailable to sign, note “Employee unavailable for signature” on a copy of 
the STD.634 and forward the copy to PTU.   
 
It is your responsibility as the Attendance Clerk to follow up and forward an 
original STD.634 with the employee’s signature to PTU.   
 
NOTE:  Until the original STD.634 is receive in PTU, the PS cannot 
reconcile and transfer leave balances to the receiving agency, or compute 
and request a separating employee’s lump sum payment.  

 
Item #10: 
 

1. Employee’s supervisor must approve the STD.634 after the employee has 
signed. 

 

2. The supervisor will sign and date the STD.634. 
 
Return with the Separation Document Checklist within 5 working days after the employee’s 
date of separation. 
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Separation Process Continue 
 
Sample of Absence and Additional Time Worked - STD 634 
(For Boards and Commissions ONLY) 
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Separation Process Continue 
 
Employee’s Separation Clearance Checklist 
DGS OHR 11 
 
The Employee’s Separation Clearance Check List (DGS OHR 11) is a DGS form which 
verifies monies owed to the Department or office, and State property (e.g., DGS credit 
cards) that must be recovered prior to the employee’s receiving the final pay warrant.  
 
The Separation Clearance Checklist is required for separations from State service, and 
transfers, including from one DGS office to another. 
 
The Separation Clearance Checklist must be returned with the Separation Document 
Checklist within 5 working days of the employee’s separation date. 
 
Completing the Employees Separation Clearance Checklist 
 
 

Employee 
Information:  
 

(Attendance 
Clerk) 

Enter employee’s: 
1. Full name 
2. Social Security Number 
3. Office where the employee works 
4. Position (e.g., janitor) 
5. Separation date 
6. Separation type or transfer 

Section 1  
 

(Employee’s 
Supervisor or 
designated staff) 

 Check “Yes” if all property has been returned. 
 Check “No” if all State property has not been returned; enter total 

dollar amount to be deducted for unreturned property.  If no dollar 
amount is entered, the form will be returned, delaying the 
employee’s final warrant. 

 “Missing Items”: Itemize missing property. 
 Supervisor sign and date. 

Section 2 
 

(Attendance 
Clerk) 

 Check ‘Absence Request Completed’ when the employee’s final 
attendance is entered in PAL. 

 If employee was serving on jury duty, copy of PAL and original jury 
duty slips must be forwarded to accounting. 

 Sign and date. 
Section 3 (PTU) PTU will complete Section 3. 
Section 4 (Acct) Accounting will complete Section 4. 
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Separation Process Continue 
 
Sample of Employee’s Separation Clearance Check List – DGS OHR 11 
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Separation Process Continue 
 
Separation/Disposition of CalPERS STD 687 
 
The California Public Employees’ Retirement System (CalPERS – STD 687) is responsible 
for administering retirement benefits. 
 
The Separation/Disposition of CalPERS Contributions (STD.687) is also referred to as the 
‘Separation EAR’.  It is the legal document for an employee separating from State service 
(e.g., resignation) excluding service retirement.  The Separation EAR is used to report the 
separating employee’s choice for CalPERS contribution election and final mailing address. 
 
The Separation EAR is a multi-faceted document.  The first two pages of the Separation 
EAR have information for the employee’s knowledge including rights of CalPERS members 
and refund tax information.  On the reverse side of the employer’s copy (yellow) is the 
Justification for Non-signature of Spouse form and the last page of the Separation EAR is 
the CalPERS Direct Rollover Election Form.  Samples of the forms are included in this 
section. 
 
Refer the employee to CalPERS for answers to questions regarding their CalPERS 
contributions. 
 
Requirements 
 
The guideline below illustrates conditions when the employee is required to complete the 
Separation EAR. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

REQUIRED: A Separation EAR is 
required when an employee: 

OPTIONAL: A Separation EAR is 
optional when an employee: 

 Resigns from permanent or 
probationary positions 

 Acceptance of an exempt position and 
the employee has a right of return 

 
Requests a CalPERS contribution refund: 
 Upon permanent separation from all 

positions 
 Movement to an exempt position in 

which the employee will become a 
non-CalPERS member. 

 
Address change for: 
 Permanently separating employee 
 CalPERS member taking a leave of 

absence for over a year. 

 Resigns from an exempt or 
temporary civil service position 
and needs to update mailing 
address. 
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Separation Process Continue 
 
Separation/Disposition of CalPERS Contributions STD 687 Continue 
 
Review the Separation EAR for clarity and that the employee has completed required 
sections.  The Separation EAR must be returned to the appropriate PS with the Separation 
Document Checklist within 5 working days of the employee’s separation date.  The PS will 
key the Separation EAR and forward the employee’s copy.  A copy will be filed in the 
employee’s OPF. 
 
Completing the Separation/Disposition of CalPERS Contributions  
STD 687 
 
Advise the employee to read and follow the instructions on the Separation EAR. The 
following instructions and information are intended to supplement the instructions on the 
Separation EAR. 
 
An employee required (e.g., separating from State service by resigning) to complete the 
form, shall complete Sections B through G, and must have spouse’s signature if a refund of 
retirement contributions is requested. 
 
If the employee is completing the form optionally, only sections B, C, F and G will need to 
be completed. 
 
If the employee is requesting a refund or roll over of CalPERS contributions, the Waiver or 
Rights in Section D must be initialed. For a rollover, the Rollover Election Form must be 
completed and forwarded to CalPERS. A refund or rollover will not be processed by SCO if 
either is not done. 
 
 
Section A 
(Attendance 
Clerk) 

Enter employee’s: 
 01: Agency code number 
 02: Unit code number 

Section B 
(Employee) 

 01:  Social Security Number 
 02:  Last name 
 03:  First name and middle initial 

Section C 
(Employee) 
 
 
 

 01:  Separation Date:  Enter: 
 The last day the employee physically worked 
 Date leave credits were exhausted prior to separation 
 Date of termination 
 Day prior to retirement effective date 

 02:  Check this box for resignations only. Enter the reason for 
resignation in the space provided below. 

 03:  Check this box if separation initiated by the Department: 
 Layoffs 
 Expiration of LT or TAU positions when there is no return to 

former position. 
 Intermittent employees who have failed to accept work in 

the past 12 months. 
 04:  Check this box for all other actions, including Dismissals and 

Rejections on Probation.  A reason for resignation is not required. 
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Separation Process Continue 
 
Completing the Separation/Disposition of CalPERS Contributions  
STD 687 Continue 
 
 
Section D 
(Employee) 
 
(Retiring 
Employees do 
not complete) 
 
 

To terminate membership: 
 01:  Check this box if Federal Income Tax is to be withheld from refund. 
 02:  Check this box if the taxable portion of total contribution is to 

directly rollover to financial institution or plan of choice.   The employee 
must complete a CalPERS Rollover Election Form and forward the form 
to CalPERS. 

 Employee must initial the Waiver of Rights – refund or rollover will not 
process without employee’s initials.   

To continue membership: 
 03:  Check if contributions/service credit will be left on deposit. 
 04:  Check if contributions will remain on deposit due to conditions of 

reciprocity.  Enter the name of the agency as listed in the instructions 
on the Separation EAR. 

Section E  
(Employee) 

Employee requesting a refund of retirement contributions must complete.   
 01:  Check if elects to have taxes deducted from refund. 
 02:  Check if declining taxes to be deducted. 

Section F 
(Employee) 

 01-03:  Enter the address of the separating employee that wants all 
future correspondence mailed to.  

Section G 
(Employee) 

Employee signs and date.  Spouse’s signature is required if a refund of 
contributions is elected. 

Section H PTU will complete. 
 
 
 
Special Instructions for Completing the Separation EAR 
 
Following are special instructions for completing the Separation EAR. 
 
Additional Positions: Employees with additional positions should complete a 

Separation EAR when separating from all positions.    If the 
employee is not separating from all positions held, the employee 
does not have to complete a Separation EAR. 

 
Section C: 
 
No Reason Given: If the reason for resignation cannot be obtained, enter “no reason 

given” in Item C.02. 
 
Employee Unavailable: A signed letter of resignation is acceptable.  Enter ‘See attached’ 

in Item C.02 (Reason for Resignation), and attach the original 
letter signed by the employee. 
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Separation Process Continue 
 
Special Instructions for Completing the Separation EAR Continue 
 
 
Employee Physically 
Unavailable: If the employee is physically unavailable to complete a 

Separation EAR or a resignation letter, the office may complete 
Section C and have a member of the immediate family, the 
attending physician or a person having power of attorney sign in 
Section G (Employee Signature).  The relationship of the person 
signing must also be entered in Section G. 

 
Verbal Resignation: If not possible to obtain a completed Separation EAR, enter the 

information given by the employee in Item C.02 (Reason for 
Resignation).  Also enter “verbal resignation on mm/dd/yy” in 
Section G (Employee signature). 

 
Section D 
 
A refund election form is not valid without: 
 

 The employee’s initials following the waiver of rights statement in Section D; 
 The employee’s signature in Section G; 
 The employee’s spouse’s signature in Section G. 

 
 
 
If the employee is not married, or meets one of the criteria listed on the Justification for Non-
signature of Spouse form, the form needs to be completed and signed by the employee. 
 
Direct Rollover of  
Contributions: If the employee elects a direct rollover of contributions, the 

CalPERS Direct Rollover Election form must be completed by 
the employee and forwarded directly to CalPERS. 

 
Employee Unavailable: If the employee is unavailable to complete a Separation EAR, do 

not complete Section D.  Advice the appropriate PS the 
employee was unavailable to complete the Separation EAR.   

 
 
 
 
 
 
 
 
 
 

                                                                          344                                          Revised 07/2016  
 



DEPARTMENT OF GENERAL SERVICES  SECTION IV 
ATTENDANCE CLERK MANUAL 

Separation Process Continue 
 
Sample of Separation/Disposition of CalPERS Contributions 
STD 687 
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Separation Process Continue 
 
Sample of Separation/Disposition of CalPERS Contributions Continue - STD 687  
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Separation Process Continue 
 
Sample of Separation/Disposition of CalPERS Contributions Continue - STD 687  
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Separation Process Continue 
 
Sample of Separation/Disposition of CalPERS Contributions Continue - STD 687  
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Separation Process Continue 
 
Part Time-Seasonal Temporary (PST) Retirement Plan 
 
Part-time, seasonal and temporary employees (PST) who are not eligible for membership in 
CalPERS, and are not covered by social security, are automatically enrolled in the PST 
Retirement Plan 
 
The PST Retirement Plan is administered through Savings Plus Program (SPP.) 
 
Separating PST Employees 
 
When PST employees separate from employment, they may: 

 
 Request a refund of their contributions;  

 Transfer their funds to another employer-sponsored 457 Deferred 
Compensation Plan. 

 
When PST employees become CalPERS eligible, contributions to the PST plan end, and 
retirement contributions to CalPERS begin.  They may: 

 
a) Request a refund of their contributions; 

b) Transfer their PST funds to the Savings Plus Program’s (SPP) 457 
Deferred Compensation Plan. 

 
Refer the employee to SPP for answers to questions regarding the program 
savingsplusnow.com or by calling (855) 616-4SPN (4776) 
 
 
Statement of Economic Interest Form 700 
 
It is the policy of DGS to comply with the requirements of the Fair Political Practices Act 
which prohibits public officials at all levels from acting on matters in which they have an 
economic interest. 
 
The Fair Political Practice Commission has the administrative responsibility of the Fair 
Political Practices Act. 
 
The purpose of the act is to remove from decision-making processes those employees who 
might profit from a decision they make due to their private interests in investments, 
business, realty and income. 
 
A Form 700 is required for employees when a transaction moves the employee permanently 
into or out of a position that is designated as Conflict of Interest.  
 
Exceptions are employees who transfer from one designated class to another or who return 
as a retired annuitant subsequently after retirement. 
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Separation Process Continue 
 
Statement of Economic Interest Form 700 Continue 
 
Each Office Chief has designated classifications or positions having decision-making 
capability, which may be influenced by personal financial interests. 
 
The Administrative Assistant in your office should have a list of classifications that are 
designated Conflict of Interest.  If not, the Conflict of Interest Filing Officer in OHR 
responsible for the Form 700 and will be able to provide a list. 
 
Employee’s questions regarding the Statement of Economic Interest must be directed to the 
Conflict of Interest Filing Officer. 
 
Refer to the Fair Political Practices Commission’s web site for information regarding the Fair 
Political Practices Act: http://www.fppc.ca.gov/ 
 
Late Statements 
 
The employee has 30 days from the date they assume and/or leave office to complete and 
return the Form 700.  A maximum fine of $100 may be imposed for late statements. 
 
See sample of Statement of Economic Interest 700 in the “Appointment” section of the AC 
manual. 
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Separation Process Continue 
 
Service Retirement 

CalPERS service retirement is a monthly benefit payable for your lifetime. To retire, state 
employees must do the following: 
 
a) permanently separate from all DGS covered positions 
b) submit a retirement application to CalPERS 
 

The table below identifies the different types of retirement and eligibility requirements for 
each. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Retirement Type Eligibility Requirements 
Service retirement  CalPERS members must be  

 
• at least 50 years old and  
• with a minimum of five years of 

CalPERS credited service 
 

Disability retirement  • must have at least five years of 
service credit (State Second Tier 
members must have 10 years)  

• separated or left the job because of a 
disability and remained disabled 
since then.  

•  If your disability retirement is 
approved, the employee will receive a 
monthly retirement payment for the 
rest of their life (or until recovered 
from the injury or illness). 

 
Industrial Disability retirement • If disability is the result of a job-

related illness or injury.  
• If the employee retires, they will 

receive a monthly retirement payment 
for the rest of their life (or until they 
recover from the disabling injury or 
illness). 
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Separation Process Continue 
 
Service Retirement Continue 
 
Employee Responsibility 
 
All DGS employees approaching retirement are responsible for following the steps outlined 
below. 
 

o Visit MyCalPERS at www.calpers.ca.gov or 
o Submit a Retirement Allowance Estimate Request form; or  
o Call CalPERS at 888 CalPERS (or 888-225-7377) 
o Begin working on your Service Retirement Application form. This can be found 

in the publication, A Guide to Completing Your Service Retirement Application 
which can be found in the CalPERS website. 

o Notify his/her immediate supervisor, Attendance Coordinator and Personnel 
Specialist of their retirement date. 

 
Provide their division’s assigned Personnel Specialist with copies of the following: 

 
o Employee Action Request (EAR) if there is a change of address 
o Request to Transfer Lump Sum Separation Application form, if applicable 
o Important! Request to Transfer Lump Sum Separation Pay application forms 

must be received by the Personnel Specialist no later than 30 days prior to 
retirement. 

 
Attendance Coordinator Responsibilities  
 
All DGS Attendance Coordinators are expected to follow the steps outlined below. 
 

• Complete the ABMS Separation Alert 
• PAL or timecard (STD 634)  
• Separation Clearance Checklist ( DGS OHR 11)  - (Required for Boards and Commissions) 
• Statement of Economic Interest (Form 700) 
• Statement Disposition of PERS Contribution (STD 687) 
• Lump Sum Deferral form  
• Dental (STD 692) 
• Vision Service Plan ( STD 700)  
• COBRA  Health (HBD 85) 
• PST Retirement Benefit Payment Application  

 
Complete Separation Document Checklist (DGS OHR-71) and return package to PTU, OHR 
within five working days of separation. 
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Separation Process Continue 
 
Service Retirement Continue 
 
Sample of Transfer Lump Sum Separation Application form 
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Separation Process Continue 
 
Employee Death 
 
It is the policy of DGS to offer the spouse and/or immediate family of deceased employees 
all reasonable assistance necessary to complete their final affairs. 
 
Although is not a pleasant thought, we all must face the inevitability of death.  In most 
instances, when a death occurs, families and friends must attend to the affairs of the 
deceased.  Very few of us have taken the time to prepare adequate information to assist our 
families through the difficult period.  In fact, most people are not aware of what must be 
done after the death of an employee. 
 
The following table depicts the roles and responsibilities to process the separation of a  
deceased employee. 
 

Role Responsibility  
Employee • Upon appointment or when there is a change of information, completes required 

forms (STD 241-beneficiary, STD 243-warrant designation, etc.)  
Attendance 
Clerk 

• Notify the assigned Personnel Specialist in PTU immediately upon receiving 
notification of the employee’s death 

• Complete ABMS Quick Exit Alert of the employee's death 
• Ensure that the final PAL timesheet(s) or STD 634 are completed and approved 

through the employee’s date of death 
 

Gather, compile and provide the Personnel Specialist with the following information: 
 
• employee’s full name, classification and unit number 
• the immediate supervisor’s name and contact number 
• last day the employee physically worked 
•  the cause of death (specific cause of death if known, e.g., auto accident, heart attack, 
etc.) 
• determine if this was a job related death 
• name, address, telephone number and relationship of next-of-kin 

Employee's 
Supervisor 

• Reviews employee's timesheet (PAL) or STD 634 for accuracy, making changes if 
necessary 

• Approves timesheet and submits to the PS 
Accounting 
Office 

• Researches any outstanding travel expense claims, travel advances, salary 
advances, and accounts receivable 

• Issues final pay warrant 
Classification 
and Pay 
(C&P) 
Analyst 

• Provides information and support to the Office suffering the loss of an employee 

Personnel 
Specialist 

• Completes/Mail Condolence Letter 
COMPLETE REQUIRED FORMS 

• Deceased Employee Data (PPSD21) 
• Employee Action Request (EAR) (STD686) 
• Request for Delivery of Warrant of a Deceased Employee (OAS-17)   
• Release of Funds and Property of Deceased Persons Pursuant to Letters of 

Testamentary or Letters of Administration (only required if no STD 243 on file) 
• Employee Death Processing Checklist 
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Separation Process Continue 
 
Employee Death Continue 
 
Personnel 
Specialist 

CONTACT/NOTIFY APPROPRIATE OFFICES 
• Governor’s Office 
• DGS Director’s Office 
• CalPERS 
• Department of Industrial Relations 
• Disability Transactions Unit (may apply) 
• Department of Personnel Administration; Savings Plus Program (may apply) 
• MetLife (may apply) 
• DGS ORIM 

Personnel 
Specialist 

PROCESS BENEFITS 
• Health 
• Dental 
• Vision 
• COBRA 

Release Final Compensation 
 
Absence without Leave (AWOL) 
 
Absence without leave (AWOL) for five consecutive days, whether voluntary or involuntary, 
is considered an automatic resignation from state service as of the last day the employee 
worked.  An AWOL-resigned employee may file a request for reinstatement with the 
California Department of Human Resources (CalHR).  Reinstatement will be granted only if 
the employee provides a satisfactory explanation as to the cause of the absence and his/her 
failure to obtain leave, and it is found that s/he is ready, able, and willing to discharge his/her 
duties or has obtained his/her former employer’s approval for a leave of absence. 
 
The approval or disapproval of time off should be based on the operational needs of the unit 
or office and should be consistent with the Memorandum of Understanding (MOU) of the 
relevant bargaining units. 
  
Legal Authority  
 
Under Government Code § 19996.2, an employee who is absent (voluntarily or involuntarily) 
without permission for five consecutive work days may be considered to have automatically 
resigned from State service as of the last date on which the employee worked or was on 
approved time off.  An automatic separation may occur in such instances as when the 
employee: 
 
 does not return from a leave of absence, vacation, sick leave, or other approved time 

off, and does not obtain a leave extension or does not submit a letter of resignation. 
 
 remains off work without providing requested/appropriate substantiation for an 

extended period of leave that was tentatively approved pending receipt of 
substantiation. 

 
 is expected to be incarcerated for more than five consecutive working days. 

 
NOTE: AWOL time may be used as a basis for taking formal adverse action 
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Separation Process Continue 
 
Absence Without Leave (AWOL) Continue 
 
Office Procedures for Requesting Time Off 
 
Each office should have clear procedures for requesting time off.  Employees should be 
properly and fully informed of these procedures and the potential consequences for failure to 
obtain approval for absences.  The failure to inform an employee about the procedures and 
consequences could result in the AWOL time being reversed, or the employee being 
reinstated from an automatic resignation. 
 
AWOL separation should be used for those employees who miss five consecutive days of 
work without obtaining approved leave. 
 
Supervisor and CIU Responsibility 
 
Before initiating AWOL separation action, the supervisor must contact OHR and discuss the 
action with the appropriate Classification and Pay Analyst. 
 
Supervisor and CIU analyst will discuss the events surrounding the AWOL and the likelihood 
that AWOL will continue. 
 
The CIU analyst will also notify the Personnel Transactions Unit (PTU) of the impending 
separation so that final pay can be determined and a check prepared for release within 72 
hours of the issuance of the AWOL letter. 
 
Attendance Coordinator Responsibility  
 
Upon receiving notification from PTU that an AWOL separation action has been initiated 
against an employee, the Attendance Coordinator must do the following: 
 

• complete the employee’s PAL final timesheet(s) or STD 634s for Boards and Commissions as 
instructed by the PS in PTU  

• after completion, ensure that timesheets are approved by the employee’s supervisor and/or 
manager 

• confirm AWOL effective date  (employee’s last day worked) 
• key the appropriate ABMS separation transaction 

 
Note! Please ensure that the correct alias is used when entering the employee’s absence on their 
timesheet. Alias name (A) Absence without Leave is used for an AWOL resigned employee.  
 
Important! Do not use alias name (L) Dock for an AWOL resigned employee as Dock is an approved 
absence without pay.  
 
Reminder  
 
There are variables that could affect the decision to use AWOL.  These might include the 
employee's workweek group, status regarding Family Medical Leave, etc.  Thus, it is  
important that the supervisor contact the CIU prior to any action by a supervisor in all AWOL 
cases. 
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Separation Process Continue 
 

Termination of Temporary Authorization Appointments (TAU)  
 

Temporary Authorization (TAU) is an appointment made in the absence of any appropriate 
employment list. No person may serve in one or more positions under temporary appointment 
longer than nine (9) months in twelve (12) consecutive months.  
 

Expiration Date for TAU 
 

An expiration date of nine months or less is required when an employee is appointed TAU  
full time or part time with the employee working a specified fraction of each day in a five day week. 
 

An employee serving on a TAU appointment may be separated at any time prior to the  
expiration of the term by advising him/her either verbally or in writing of the separation. 
 

Actual Time Worked 
 

Actual time worked is a method that can be used to keep track of a TAU employee’s time to 
ensure that the Constitutional limit of nine (9) months in any twelve (12) consecutive months 
is not exceeded. 
 

An employee gains no status or rights as a result of the TAU appointment. An employee who  
has had only a TAU appointment has no reinstatement eligibility. 
 
 

Attendance Coordinator Responsibility 
 

Upon notification of the employee’s TAU appointment expiration, the Attendance Coordinators 
are expected to follow the steps outlined below: 
 
• notify the assigned Classification & Pay (C&P) analyst and Personnel Specialist (PS) 
           of the termination effective date  
• ensure that the PAL final timesheet(s) or STD 634s for Boards and Commissions 
           have been completed, reviewed and approved by the employee’s supervisor 
• key the appropriate ABMS separation transaction 
 

Important! Timely notification to the Personnel Specialist in PTU will ensure timely 
payment of the employee’s final warrant.   
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Separation Process Continue 
 
Termination of Limited Term Appointments (LT) 

Limited term appointments are made from civil service employment lists and shall be made only 
to meet temporary staffing needs. DGS has been delegated the authority to make these 
appointments subject to the provisions outlined in the Personnel Management Policy & 
Procedures Manual (PMPPM) 
 

Expiration Date for LT 
 

Limited term appointments shall not individually or consecutively exceed one year and up to two 
years with exceptions.  
 

A limited term employee may be separated at any time prior to the expiration of the term for 
which appointed by advising the employee either orally or in writing of the separation.  

Note: Legal authority is GC 19080.3 can be accessed via the link below: 
 

Government Code Section 
 

No time served in a limited term appointment may count toward acquiring permanent status in 
any position or completion of probation. 

Note:  California Code of Regulations Title 2, Section 281 
 

California Code of Regulations 
 
 

Attendance Coordinator Responsibility 
 

Upon notification of the employee’s LT appointment expiration, the Attendance Coordinator 
must do the following: 
 

• notify the assigned Classification & Pay (C&P) analyst and the Personnel Specialist of 
the termination effective date  

• ensure that the PAL final timesheet(s) or STD 634s for Boards and Commissions 
have been completed, reviewed and approved by the employee’s supervisor 

• key the appropriate ABMS separation transaction 
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Separation Process Continue 
 
Termination of Intermittent Appointments 
 
An intermittent appointment is an appointment in which the employee is to work periodically or 
for a portion of the full time work schedule.   
 
Intermittent employment is irregular or recurring, hourly employment that is less than full time 
each year. It is used to provide a trained work force available on an “on call” basis to 
supplement a department’s full time staff in handling peak workloads.  
 
A permanent intermittent employee may work a maximum of 1500 hours in twelve (12) months. 
The 1500 hours may be counted from the effective date of the individual’s appointment or by 
calendar year per the department’s (DGS) policy. 
 
SPB Rule 448 provides that intermittent employees not covered by authorized leaves who do not 
work for one year may be considered to have automatically resigned from the position as of one 
year from the last day the employee was on pay status.  
 
If you have an intermittent employee whose work is unsatisfactory, the disciplinary process must 
be used for termination since these employees have status and are entitled to due process. 
 
Upon  notification of the intermittent employee’s last day of work, the Attendance Coordinator 
must do the following: 
 

• notify the assigned Personnel Specialist of the termination effective date  
• ensure that the PAL final timesheet(s) or STD 634s for Boards and Commissions have 

been completed, reviewed and approved by the employee’s supervisor 
• key the appropriate ABMS separation transaction 
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Separation Process Continue 
 
COBRA 
 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) is a federal law. The 
COBRA statute requires that employers with 20 or more employees and maintain group 
health plans (includes medical, dental, and vision coverage) offer continuation of benefit 
coverage to covered employees, spouses, *domestic partners (*State of California 
Legislation, not federal law), and dependent children who lose group plan coverage due to a 
qualifying event. Plan coverage can be continued for a maximum of 18 or 36 months 
depending on the qualifying event. Premiums are calculated at 102% of the total group rate 
and paid by the enrollee on a monthly basis to the plan. 
  
Qualified Beneficiary 
 
The term "qualified beneficiary" means, an individual who is eligible to continue group 
coverage because of a qualifying event. Except for the exception listed below on newborns 
and adopted children, the individual must be covered under the plan at the time of the 
qualifying event. If the individual is not covered, he/she is not eligible for COBRA 
continuation coverage.  

Eligible Individuals 
• Current employees  
• Former employees  
• Retired employees  
• Spouses*  
• Dependent children**  
• Newborn or child placed for adoption (deemed a qualified beneficiary, although not 

covered at time of the qualifying event)  
Ineligible Individuals 

• Non-resident aliens (with no U.S. income)  
• Individuals (not qualified beneficiaries) under the plan because of another qualified 

beneficiary's election 
 * Domestic partners (eligible based on State of California legislation, not federal COBRA 
law). 
 ** National Medical Support Notice (NMSN) and Qualified Medical Child Support Order 
(QMCSO)  
COBRA provides two basic maximum periods of coverage for each type of qualifying event. 
The two maximum periods specified are 18 or 36 months. The following outlines the 
qualifying events and maximum length of continuation coverage. 
 
COBRA Coverage 18 Months 
 
If the qualifying event causing the loss of coverage is a voluntary or involuntary termination 
of employment (other than for reasons of gross misconduct) or a reduction of hours (which 
results in a loss of coverage), then each qualified beneficiary will have the opportunity to 
continue coverage for 18 months from the date of the loss of coverage. 
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Separation Process Continue 
 
COBRA Continue 
 
COBRA Coverage 36 Months 
 
If the original qualifying event causing the loss of coverage was the death of the employee, 
divorce, termination of domestic partnership, legal separation, or child ceases to be a 
dependent (e.g., child turns age 26), then each qualified beneficiary will have the opportunity 
to continue coverage for 36 months from the date of his/her loss of coverage. 
 
Employees Benefits and COBRA 
 
Employees can extend some benefits under the Consolidated Omnibus Reconciliation Act 
(COBRA). Other benefits end when employees separate or retire. Former employees or 
their dependents who are eligible and participating in COBRA continuation coverage may 
change health plans and add/delete eligible dependents during Open Enrollment. 
 
Some benefits differ depending on whether employees separate or retire, as shown in the 
table below:  
 

Benefit If employee is … Then  … 
Health separating health coverage will terminate. They may be eligible to extend 

their benefits under COBRA 
retiring health coverage will automatically continue 

Dental separating dental coverage will terminate. They may be eligible to extend 
their benefits under COBRA 

retiring Employee to complete/submit dental form to OHR, Personnel 
Specialist will process the enrollment form to continue 
coverage 

Group Legal Services separating or retiring coverage ends 
Long Term Disability 
Insurance 

separating eligible to convert the LTD plan to an individual policy. Contact 
the LTD coordinator within 31 days of their separation. 

Vision Services separating  eligible to extend their benefits under COBRA. 
retiring eligible for COBRA or Retiree Vision Plan 

(RVP)  
Group Term Life 
Insurance 

separating They can convert the basic and supplemental coverage to an 
individual policy. Contact MetLife within 31 days of their 
separation by calling (800) 252-8524. 

retiring they may continue the basic and supplemental coverage at 
their own expense. Contact MetLife 30 days before they retire 
@ (800) 252-8524. 

Employee Assistance 
Program (EAP) 

separating or retiring their coverage ends. But, if you're using EAP services when 
the employee separate or retire, they can use the rest of their 
allotted sessions. Also, they can continue EAP coverage for 
six months if they were laid off. 

Flex Elect Medical 
Reimbursement Account 
(MRA) 

separating or retiring they can continue to make contributions through the end of the 
plan year. Submit the STD. 701R to DPA to continue their 
contributions.   

Note: If they don't continue contributing, they can only 
submit claims for expenses incurred before they 
separated or retired. 
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Separation Process Continue 
 
COBRA Continue 
 
Cobra Election Notice and Election Form 
 
The Personnel Specialist will provide an election notice and election form notice to a 
covered employee, spouse, domestic partner, and covered dependent children (if any), of 
their right to elect COBRA continuation coverage. 
  
The election notice informs covers individuals that have rights to elect continuation coverage 
because they will no longer be covered under a group plan. The loss of coverage is resulting 
from a COBRA qualifying event. Therefore, under provisions of COBRA, all covered 
individuals have the right to continue coverage for a maximum of 18 or 36 months, 
depending on the qualifying event. Their COBRA election rights are detailed in the election 
notice. 
  
The importance of the election notice cannot be understated. Should covered individuals 
lose group coverage in the future and later claim that they were not aware of their rights to 
elect COBRA and election period, then the Personnel Office will be able to support that 
covered individuals who lose coverage were sent an election notice which provided 
information on their election rights and election period. 
  
Each covered person whether an employee, spouse, domestic partner, or dependent child 
has independent election rights. If the covered employee does not want to elect COBRA, 
then the covered spouse, domestic partner, or dependent child have independent rights to 
elect COBRA continuation coverage. 
  
The COBRA Election Notice contains the following information: 
 

• Details of rights to elect COBRA continuation coverage and responsibilities  
• Outline of coverage/notification procedures/premium payment periods  
• A COBRA Election Form 
• Specific instructions should the individual chose to elect Cobra. 

 

 

 

Additional information on COBRA refer to CalHR website:  www.calhr.ca.gov  
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Separation Process Continue 
 
COBRA Continue 
 
Sample of Cobra Election Form 
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Attendance Reporting in PAL 
 

This site is designed to provide instructions necessary to perform the various HR functions: 
 

• Describes Attendance Clerks responsibility in reporting time into Project Accounting & 
Leave (PAL) 

• Identifies Alternate Work Week Schedules (AWWS) 

• Defines Work Week Groups (WWG) 

• Identifies Over Time (OT) and Compensating Time Off (CTO) 

• Provide instructions on Correcting Time 

• Timely Entry and Approval 

• Defines Dock 
 

This section contains the following topics: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Topic See Pages 
 Security Profile Request 366 
Quick Reference 368 
Enter Time into PAL 369 
Preapprove Time 371 
EE Doesn’t Exist 372 
Alternate Work Week Schedule (AWWS) 372 
Excess Hours 375 
Request Alternate Work Week Schedule 375 
Termination AWWS 376 
Separation of AWWS Employee 377 
Overtime/CTO 377 
Work Week Group (WWG) 378 
Entering OT/CTO 379 
Shift Differential Employee  380 
Shift Interface 381 
Correcting Time Entry 381 
Correction to Time Report/Project Accounting and 
Leave (PAL) 

384 

Changes to Service Revolving Fund & Architectural 
Revolving Fund (SRF/ARF) Projects 

384 

Timely entry/Approval 386 
Attendance Clerk Role 387 
Detail Instructions for PAL Timesheets 387 
Absence During Time of Approval 387 
Status of PAL 388 
Alias 388 
PAL Alerts 389 
Absence/Additional Time Work Report 390 
Dock 393 
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Attendance Reporting in PAL 
Security Profile Request 
The PAL Attendance Clerk responsibility in PAL was designed to provide the Attendance 
Clerks with instant access to view, enter, and pre-approve timesheets on employees working 
in their assigned Reporting Units.  
In order to obtain this access, the HR Security Profile Request (DGS OHR 2) must be 
completed and approved by your Office/Branch Chief.  
 
Requests for Human Resources applications are to be sent to the Office of Human Resources 
(OHR). The OHR 2 can be found on the ABMS website 
at http://inside.dgs.ca.gov/abms/FormsandTemplates.aspx  
 
Requests should be sent to: 
 
Office of Human Resources 
Attn: HR-ABMS Security Administrator 
707 3rd Street, 7th Floor (IMS Z-1) 
West Sacramento, CA 95605 
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Attendance Reporting in PAL 
 
Sample of HR Security Profile Request DGS OHR 2 
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Attendance Reporting in PAL Continue 
 
Menu Quick Reference 

 
 
Enter Time  

 
Allows the AC to enter or correct his/her PAL time and 
time for employees within his/her assigned reporting 
units. 
  

 
Change Password  

 
Allows the AC to change his/her PAL password. 
Cannot be used to change other employees’ 
passwords.  
 

 
Define Aliases  

 
Allows the AC to create Personal Aliases, default 
aliases, and set the order of the aliases for his/her PAL 
timesheet.  
 

 
My ABMS Information  

 
Displays only the AC’s information as indicated in 
ABMS.  
 

 
Pre-approved Time  

 
Allows the AC to enter or correct PAL time for 
employees within his/her assigned reporting units. This 
screen approves the time without being submitted to 
the supervisor.  
 

 
Employee Aliases  

 
Allows the AC to create Personal Aliases for his/her 
timesheet as well as employees within his/her 
assigned reporting units. 
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Attendance Reporting in PAL Continue 
 
Enter Time 
 

The Enter Time screen is used to enter time for yourself or enter and/or submit time for other 
employees in your assigned units.  
 

The process to enter your own time is not provided in this manual as it is implied that the 
Attendance Clerk is already familiar with these steps. For detailed information on entering your 
time, refer to the PAL User Guide for New Employees found on the PAL website 
at http://inside.dgs.ca.gov/abms/Home.aspx.  
 

The Enter Time screen should be used as a last resort to enter another employee’s time. The 
PAL timesheet is the official timekeeping record and can be challenged by the employee in a 
legal dispute. When the employee challenges the record, it is OHR’s responsibility to report the 
employees that completed and approved the timesheet for questioning. Therefore, it should 
only be used to enter time for another employee when:  
 

• The employee is not available to enter or correct his/her time, AND  
• There is no other official timesheet or time card and a supervisor’s approval is needed.  

 

If the employee is required to complete a time sheet/card outside of PAL that is approved by 
the supervisor, it should be entered into PAL through the Pre-approved Time screen. This 
screen allows the Attendance Clerk to enter and approve time without submitting it to the 
supervisor for approval. To use the Pre-Approved Time screen, refer to the Pre-approved Time 
section later in this section.  
To enter and/or submit time for another employee, follow these steps:  
 

1. Click the “Enter Time” button  

 
2. Click on the list of values button with the 3 dots next to your name  

 

  
 

3. When the Employee List window appears, type the last name of the employee 
you wish to access in the Find field.  
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Attendance Reporting in PAL Continue 
 
Enter Time Continue 

 
4. Click the “Find” button at the bottom of the screen. If an employee list appears, 

click on the employee’s name and press the OK button at the bottom of the 
screen to retrieve the timesheet.  
 

 
 

5. Enter/submit the employee’s time in the same manner you would for your own 
PAL timesheet.  

6. Provide the employee with a screen print of the employee’s PAL timesheet for 
his/her records. 
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Attendance Reporting in PAL Continue 
 
Pre-Approved Time 
 

The Pre-Approved Time screen allows you to access an employee’s timesheet, enter and 
approve time without routing the timesheet to a supervisor. This screen was created to enter 
time for employees that complete a hard copy time report (i.e.; Std. 634, time card, etc.). 
These documents have already been approved by the employees’ supervisor. Therefore, when 
entering time through the Pre-approved Time screen, the system approves the time 
immediately without routing it for the supervisor’s approval.  
Entering time through the Pre-approved Time screen is relatively the same process as the 
Enter Time screen. The only differences are:  
 

• Attendance Clerks cannot access his/her own timesheet. Another employee 
must be selected using the dropdown button to the right of the Employee field.  

• The row highlight color is yellow instead of navy blue.  

• There is a Pre-approve button instead of a Save button.  
 

To enter Pre-approved time for another employee, follow these steps:  
1. Click the “Pre-approve Time” button  

 
2. Click on the “Employee” button next to the blank field this will open the Employee List 

window.  

 
3. When the Employee List window appears, type the last name of the employee you wish 

to access in the Find field.  
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Attendance Reporting in PAL Continue 
 
Pre-Approved Time Continue 
 

 

4. Click the “Find” button at the bottom of the screen. If an employee list appears, click on 
the employee’s name and press the “OK” button at the bottom of the screen to retrieve 
the timesheet. The Pay Period will default to the current month.  

5. Enter the employee’s time, exactly as it is on the paper document, in the same manner 
you would for your own timesheet.  
 

6. When all time is entered, press the Pre-approve button at the top of the timesheet. This 
changes the status fields to Approved. 

 

 
 
 
 

Cannot Find Employee 

If you are unable to retrieve your employee in Employee Name field, it is either because 
he/she is not within your assigned reporting units, or does not have a position number on 
his/her ABMS record or is in a BPM position that uses Maximo project/task information.  
If you have access to the ABMS Employee Information screen, try retrieving your employee 
there. If you can access the employee, check the position number. If the record reflects the 
employee’s position number, and it is in one of your assigned reporting units, contact an ABMS 
Team for assistance. If no position exists, you will not be able to create the personal aliases 
until it is entered by your OHR PTU Specialist. 
 
Alternate Work Week Schedule 
Alternate Work Week Schedules (AWWS) are work schedules other than the conventional 
eight-hour day, five-day week schedule. They are a fixed, daily work schedule which begins or 
ends outside official office hours. Start times range between 6:00 a.m. and 9:00 a.m. and stop 
times normally range between 3:00 p.m. and 6:00 p.m.  
Our department recognizes two AWWS: 9/8/80 and 4/10/40. These schedules require special 
handling in PAL to ensure employees are properly reporting leave usage and earnings and 
that they are properly compensated for overtime. 
 
To participate and remain in the AWWS program, the employee must have and maintain a 
cumulative balance of at least twenty (20) hours between vacation/annual leave, compensating 
time off (CTO), and excess hours (EH) and must agree on the terms and conditions on 
the DGS 64. 
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Attendance Reporting in PAL Continue 
 
9/8/80 Schedule 
 
A 9/8/80 schedule is a fixed, recurring set of eight 9-hour days and one 8-hour day for a total of 
80 hours in a 2-week period. The eight hour day is split (4/4) to reflect the beginning and end 
of the 40 hour work week as shown below: 
 
 
 
 

 
 
In the example above, Friday is the alternating day off. This shall be a full 8-hour day the first 
week, and the RDO the following week. For the purposes of determining overtime, the work 
week ends mid-day on Friday. This is the completion of the first 40 hour work week (9 X 4 + 4 
= 40). The following work week begins the 2nd half of the 8 hour day on Friday through midway 
of the RDO.  
 
To record the 9/8/80 schedule in PAL, employees must report four 9-hour days and an 8-hour 
day in the 1st  week followed by a 2nd  week of four 9-hour days with an additional 4 hours 
posted to the RDO alias. This special entry in PAL ensures that employees working overtime 
will be compensated at premium rate.  
 
The example below reflects a 9/8/80 schedule with an alternating Friday off. 

  

 
 

The RDO alias may be selected by:  
 

1. Entering ‘RDO’ (in capital letters) in the Alias field.  

2. Then the TAB key must be selected in order for the project, task and expenditure 
type to be populated  

 
 
 
 
 
 
 
 

SUN MON TUE WED THU FRI SAT 
 9 9 9 9 4 / 4  
 9 9 9 9 RDO  

                                                                    373                                                     REVISED 07/2016 
 



DEPARTMENT OF GENERAL SERVICES  SECTION V 
ATTENDANCE CLERK MANUAL 

 
Attendance Reporting in PAL Continue 
 
4/10/40 Schedule 
The 4/10/40 schedule is a fixed, recurring set of four 10-hour days each week. The employee’s 
work week shall begin on Sunday at 12:00 a.m. (midnight) and end on Saturday at 11:59 p.m.  
To record a 4/10/40 schedule in PAL, the employee will post four 10-hour days each week. 
There is no need to post the RDO alias for the 4/10/40 schedule.  
The example below reflects a 4/10/40 schedule with Fridays off: 
 

 
 
Excess hours are earned/used based on the number of straight time hours required for the pay 
period minus the total number of straight hours worked for the pay period.  
 
For example: If the required number of hours for the pay period is 176 and the employee works 
177 hours as a result of the AWWS, the employee is entitled to one excess hour for the pay 
period.  
 
Excess hour earnings and usages are posted on the last working day of the pay period.   
Excess hours are earned when the employee works his/her normal AWWS and exceeds the 
number of hours required for the pay period. Credits earned due to an excess month are 
earned at the completion of the pay period and are not available for use until the first of the 
following month.  
 
Excess hours earned are posted to the last working day of the pay period using the ‘EH-EARN’ 
alias. The alias may be selected from the Alias list of values or by entering EH-EARN (in 
capital letters) in the Alias field. Press the TAB key after entering the EH-EARN alias to 
populate the correct Project, Task and Expenditure Type.  
 
The following sample displays the correct entries when an employee works more than the 
required number of hours for the pay period. 
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Excess Hours Used (TE-USED) 
 
Excess hours are used when the employee works his/her normal AWWS and does not meet 
the number of required hours for the pay period.  
 
Excess hours used are posted to the last day of the pay period using the ‘TE-USE’ alias.  
If the employee does not have a sufficient number of excess hours to make up the difference 
for the hours required in the pay period, another available leave benefit may be used with the 
exception of sick leave. Refer to the PAL Global Leave Alias chart on the PAL website for the 
correct alias when using another leave benefit in lieu of excess hours.  
 
The following sample displays the correct entries when an employee does not meet the 
required number of hours for the pay period. 
 
 

 
 
 
Request AWWS 
 
An employee submits an Alternate Work Week Schedule Request and Agreement, DGS-64 to 
his/her supervisor with a completed copy of the appropriate calendar attached and submits to 
his/her supervisor for review and approval thirty days prior to the effective date, which is the 
beginning of the next pay period following the 30-day notice.  If the employee is already 
participating in the AWWS, s/he and his/her supervisor must submit a new AWWS request 
and calendar at the beginning of each calendar year. 
 
AWWS calendars can be 
found: http://www.dgs.ca.gov/ohr/Resources/AlternateWorkweekSchedule.aspx 
 

• The AWWS request will be reviewed by the employee’s immediate 
supervisor and coordinated with the second-level supervisor to ensure 
the DGS’ operational needs are being met. 

• If approved, the supervisor and employee must sign the DGS-64. 
• The Office’s attendance clerk will submit a copy of the AWWS request 

and calendar to the Personnel Transactions Unit (PTU) to be filed in 
the employee’s Official Personnel Folder (OPF).  (The supervisor and 
employee should retain a copy of the request and calendar). 

• If disapproved, the supervisor shall notify the employee in writing of 
the reasons for the denial. 
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Request AWWS Continue 
WWG E/SE employees cannot be approved for alternate work schedules. However, a flexible 
work schedule may be requested by the employee and mutually agreed upon by the 
employee’s supervisor.  
If a WWG E/SE employee is granted a flexible schedule, the employee shall not:  

• Use the RDO alias  
• Post earnings to Excess Hours  

 
Remember, WWG E/SE employees are ‘salaried’ and work an average work week of 40 hours. 
They are not eligible for overtime nor are they eligible to earn Excess Hours.  
When a WWG E/SE employee is working an authorized flexible schedule and is absent from 
work for a full week as a result of paid leave (i.e.; vacation, jury duty, union leave or disability 
leave), these absences must be reported in a full work week based on his/her time base (i.e., a 
Full Time employee is required to report five 8-hour days for a full 40 hour work week.) 
 
 
Termination of AWWS 
 
An AWWS may be terminated by (refer to the MOU regarding required notice time): 
 

• The employee.  An employee who wishes to terminate his/her AWWS must submit a 
signed, written notice including a projected termination date, which shall be the end of 
the pay period. 

 
• The Office Chief upon recommendation of the employee’s supervisor.  If the 

supervisor determines that operational needs are being impaired or the work hour 
schedule is being abused, s/he may give written notice to the affected employee to 
terminate or make permanent changes to the AWWS. 

 
• The Supervisor.  If an employee has been on dock three pay periods during a calendar 

year, the Supervisor may terminate the AWWS.  Employees who lose eligibility to 
participate in the alternate work schedule for this reason may reapply after a period of 
six months following reversion to the 5/8/40 work schedule and meeting all other criteria 

 
Temporary Termination 
 
A full time employee who is serving jury duty or pending approval of a SCIF or NDI claim 
beyond the required waiting period shall temporarily revert to a 5/40 (8-hour day) schedule 
until s/he returns to work.  The SCO recognized only 8-hour days for reimbursement of these 
benefits 
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Separation of an AWWS Employee 

AWWS employee is leaving the department in the middle of the pay period you must:  
1. Convert back to a 5/8/40 work week until the date of separation. OR  
2. Be sure that the employee has worked the appropriate number of hours through the 

employee’s separation date.  
To determine this, count the total number of work days from the beginning of the pay period 
including the employees RDO. Multiply that number by eight (the employee’s time base). This 
will provide you the total number of hours required through the separation date.  

For example if the employee’s last day of work is July 21, 2006 the hours required for 
the period is 120 hours (15 days X 8 hours = 120 hours). If the employee’s RDO is the 
7th and 21st of the month the employee would have worked 116 hours. This would mean 
the employee needs to use 4 hours of excess time to meet the required number of 
hours for the pay period.  

Failure to post the additional hours will generate PAL alerts to the supervisor reflecting the 
status of the employee’s timesheet with NOT ENOUGH time. 
 
Overtime/CTO 
 
Overtime is generally defined as authorized time worked in excess of the regularly scheduled 
work week. 
 

• Government Code 19843-19844, 19851-19852  
• Collective Bargaining Agreements  
• DPA’s FLSA Manual  
• Personnel Operations Manual (POM) on the OHR Website Section: Work Week 

Groups (WWG)  
 
It is State policy that the work week shall be 40 hours, and the employees’ work day is eight 
hours. This period is a fixed regular recurring period of seven consecutive 24 hour days (i.e.; 
Sunday through Saturday below). 
 
 

SUN 
(1) 

MON 
(2) 

TUE 
(3) 

WED 
(4) 

THU 
(5) 

FRI 
(6) 

SAT 
(7) 

 
TOTAL 

 8 8 8 8 8  40 Hours 
 
Overtime occurs when an employee works more than 40 straight hours in the fixed work week, 
and not after eight hours in a work day.  
 
Generally, FLSA requires one and one-half cash or compensating time off (CTO) for each 
overtime hour worked for those employees covered by the Act. Under the provisions of FLSA, 
the time spent by employees on paid leave such as vacation, sick leave, holidays, 
compensating time off, etc., need not be counted as time worked. Thus, when an employee 
works more than 40 hours in a work week that includes paid leave, an overtime payment, at 
straight rate, may be incurred. 
 

                                                                    377                                                     REVISED 07/2016 
 



DEPARTMENT OF GENERAL SERVICES  SECTION V 
ATTENDANCE CLERK MANUAL 

 
Attendance Reporting in PAL Continue 
 
Work Week Groups 
Overtime compensation is regulated by the Fair Labor Standards Act (FLSA) for a majority of 
State employees. In determining eligibility for overtime, the designation of the Work Week 
Group (WWG) is the State’s method of recognizing whether a class is covered by FLSA or is 
exempt from FLSA. For the Department of General Services, these WWG’s are:  

• WWG 2: Employees in classifications assigned to WWG 2 are covered by FLSA and 
eligible for overtime compensation.  

• WWG E and SE: Employees in classifications assigned to WWG E or SE are exempt 
from FLSA provisions and are not eligible for overtime compensation.  
 

To determine an employee’s work week group, refer to the employee’s classification title in the 
Civil Service Pay Scales which can be found on the California Department of Human 
Resources (CalHR) website: http://www.calhr.ca.gov/state-hr-professionals/Pages/pay-
scales.aspx (Section 15, Salaries of Civil Service Classifications, Alphabetic Listing). 
 
Work Week Group E and SE Employees 
WWG E/SE employees are paid on a ‘salaried’ basis with an average work week of 40 hours. 
The department policy for WWG E/SE employees is to report actual time expended by project. 
PAL hours entered in excess of a 40 hour workweek will not initiate an overtime payment.  
Employees in Work Week Group (WWG) E and SE are exempt from coverage under the Fair 
Labor Standards Act (FLSA) which means they are considered ‘salaried’ employees and are 
not eligible for overtime payment. 
Consistent with the ‘salaried’ nature of a position, an FLSA exempt employee:  

1. Shall not be charged any paid leave for absences in less than whole day increments.  
2. Shall not be docked pay for absences of less than a whole day.  
3. Shall not be subject to a disciplinary action suspension in less than full week 

increments unless there is a violation of a major safety rule; and  
4. Shall not be required to document hours worked for payroll purposes.  

 
For rank and file employees in WWG E/SE, the appropriate collective bargaining agreement 
has specific provisions that may address provisions not contained in the above definition. 
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Entering OT/CTO in PAL 
As mentioned previously in this section, overtime is regulated by FLSA and is compensable to 
employees in WWG 2. However, the Bargaining Unit (BU) contains specific provisions on 
compensating overtime.  
In most cases, overtime may be compensated on a cash or CTO basis for ordered overtime of 
at least 15 minutes. Full 15 minute credit is granted when half or more of the period is worked. 
Smaller fractional units will not be accumulated. Please refer to the employees BU to verify the 
proper application of overtime compensation for your employee.  
When entering overtime/CTO in PAL, there is no applicable alias. The employee has worked 
and must post the time worked towards a specific Project and Task. To receive overtime/CTO 
in PAL, you will alter the Expenditure Type to:  

• OTD – Over Time/Day (Cash compensation at time and one-half)  
• OTS – OverTime/Day (Straight rate)  
• CT07 – Time & Half (CTO compensation at time and one-half)  
• CT06 – Straight Time  

  

 
 

 
 
Note: PAL is case sensitive. Be sure to enter your information exactly as presented to you. 
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Entering OT/CTO in PAL Continue 
 
BPM Employees  
 
BPM employees are required to report overtime to the following expenditures in order to bill 
vendors for the appropriate project cost. (See below) 
 
 

•   OTDB-OvrTm/Day BPM BPM OT Time & a Half Day Shift 
•   OTEB-OvrTm/Eve BPM BPM OT Time & a Half Evening Shift 
•   OTNB-OvrTm/Nite BPM BPM OT Time & a Half Night Shift 

 
Casual Employees 
 
Casual employees in the Direct Construction Unit (DCU) are required to use the following 
expenditures specific to DCU. These expenditures are used within PTU’s Casual Attendance 
report and are necessary in order to key pay accurately. They are: 
 
 

•   DTDD-DblTm/Day DCU DCU OT Double Time – Day Shift 
•   DTED-DblTm/Eve DCU DCU OT Double Time – Evening Shift 
•   DTND-DblTm/Nite DCU DCU OT Double Time – Night Shift 
•   OTDD-OvrTm/Day DCU DCU OT Time & a Half Day Shift 
•   OTED-OvrTm/Day DCU DCU OT Time & a Half Evening Shift 
•   OTND-OvrTm/Day DCU DCU OT Time & a Half Night Shift 

 
 
Shift Differential Employees 
 
Shift Differential is a supplemental pay for authorized employees working regularly scheduled 
evening and/or night shifts in classes designated in accordance with DPA/MOU provision. 

 
All employees authorized to work an evening or night shift shall record their time using the 
appropriate shift expenditures in PAL. The PAL timesheet is the official timekeeping record and 
therefore, must include substantiation for shift payment by using PAL shift expenditures. Each 
expenditure for time worked has an Evening or Night version as shown in the examples below:  

 
• STE – Str time/Eve (Regular Pay; Evening Shift)  
• STN – Str time/Night (Regular Pay; Night Shift)  
• OTE – Over Time/Eve (Overtime; Cash at time and one-half/Evening Shift )  
• OTN – Over Time/Night (Overtime; Cash at time and one-half/Night Shift)  

 
 
 
 
 

                                                                    380                                                     REVISED 07/2016 
 



DEPARTMENT OF GENERAL SERVICES  SECTION V 
ATTENDANCE CLERK MANUAL 

 
Attendance Reporting in PAL Continue 
 
Shift Interface 
The Shift interface is run four times each month. See the PAL Payroll calendar for the specific 
dates.  
All interfaces are posted to the PAL Payroll calendar on the PAL website at:  
 
http://inside.dgs.ca.gov/pal/Home/PayrollCalendar.aspx 
 
 
The Shift interface is run at 8:00 a.m. on the interface days shown on the calendar. The 
interface extracts all approved PAL hours recorded to Shift expenditures for only those 
employees NOT on Locked In shift. The hours are then submitted to SCO via magnetic tape 
that is run in their system to generate pay.  
Employees on positive pay will receive a summarized (combined) warrant that includes both 
their regular pay and shift differential pay. Shift differential for monthly/negative pay employees 
is generated after their regular pay and will be received in a separate pay warrant 
(approximately 8 – 10 business days after they receive their regular pay).  
Shift differential for employees on ‘Locked In’ shift, regardless of whether they are positive or 
negative pay, is not run through the shift interface as it is automatically generated with their 
regular pay. 
 
Correcting Time Entry 

You cannot delete any record that has been Submitted or Approved, so to correct or remove 
an entry you must cancel-out the original, incorrect entry. This process can be done through 
time entry or pre-approve. The employee, the supervisor and/or the attendance has the ability 
to make these changes. Follow the steps below to make corrections:  
 

1. Position the cursor in the row of the project for which you plan to correct.  
2. Insert a new record. Select ‘Record’ from the menu bar and choose ‘Insert’ from the 

drop down list. A blank row will appear on the timesheet directly below the incorrect 
entry. 
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Correcting Time Entry Continue 

 
 

3. Go back to the menu bar and select ‘Record’ and choose ‘Duplicate’. This will copy 
the incorrect records Alias, Project, Task and Expenditure Type from the row directly 
above.  

 

 
 

 

4. Remove the incorrect hours. Position your cursor in the Hour’s field on the day the 
incorrect hours were entered. Minus out the incorrect hours by entering a negative 
amount in the blank row you just created. For example, if the incorrect entry was for 
8 hours, you need to enter –8 to cancel out the original entry.  

 

 
  
 

5. Correct the incorrect hours. Position your cursor in the Hour’s field on the day the 
incorrect hours were entered. Minus out the incorrect hours by entering a negative 
amount in the blank row you just created. For example, if the incorrect entry was for 
8 hours and should have been 3, you need to enter –5.  
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Correcting Time Entry Continue 
 

6. Correct the Project. Create another new record to enter the correct project. Repeat 
steps 1-2 above to insert a new row. Choose the correct Alias from the list of values 
or manually enter the correct Project, Task and Expenditure Type. Enter the 
appropriate hours for the project. Refer to step 4 above to back out the incorrect 
hours posted to the incorrect project.  
 
Example: Correction made for incorrect time posted of 8 hours on 7/03 - Employee worked 3 hours and was Dock 5 hours. (or 
if wrong number of hours was posted to the incorrect expenditure you would manually enter the correct Project, Task and 
Expenditure Type) in this case the EE was on Dock.  
 

 
 

7. When finished, press the SAVE button. 
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Corrections to Time Reporting & Projects in Project Accounting and Leave (PAL) 
 
Changes to time reporting in PAL can only be made to the current pay period and one prior 
pay period.  Changes prior to that must be made by submitting a GS 22, PAL Time/Project 
Entry Form, to the Office of Human Resources (OHR) for processing.  The GS 22 form is 
located on the OHR internet:  
 
http://www.dgs.ca.gov/ohr/Resources/Forms.aspx 
 
Employees whose leave is input by an Attendance Clerks should continue to use the Standard 
Form 634 (Std. 634) and/or timecard for reporting time and leave usage. If correction of a prior 
pay period is necessary, a corrected and approved Std. 634 and a GS 22 for PAL correction 
needs to be completed and submitted to OHR.  All GS 22 forms for changes to time in PAL will 
be retained in the OHR. 
 
Changes to SRF & ARF Projects 
 
Requests for changes to Service Revolving Fund (SRF) and Architectural Revolving Fund 
(ARF) projects must be sent to the Office of Fiscal Services (OFS).  ARF and SRF change 
requests must be submitted on separate GS 22 form, however, if your request is to transfer 
between ARF and SRF one GS 22 form is sufficient.  All GS 22 forms for project changes will 
be retained in the OFS. 
 
NOTE:  Changes made to projects will not be updated in PAL. 
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Sample of PAL/Project Entry Form GS 22 
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PAL POLICY; TIMELY ENTRY AND APPROVAL 
 
Departmental policy requires monthly employees to enter and submit their PAL timesheet no 
later than the last day of the pay period.  This occurs twice a month for Semi-monthly 
employees. 
 
Supervisors are expected to approve submitted timesheets by the end of the next workday.  
Reporting dock requires additional approval as clarified in the Dock section of this manual. 
 
The Office of Human Resources (OHR) encourages offices/branches to establish internal 
policies that would require more frequent recording of time.   
 
Untimely PAL 
 
Untimely PAL approvals and inadequate timesheet reviews are causing the following adverse 
impacts: 

• Inaccurate PAL leave balances 
• Delays of overtime, shift and positive pay 
• Re-work for supervisors, their staff and OHR 
• Overpayment of pay creating an Accounts Receivable (AR) to the employee 

 
Regularly scheduled interfaces extract approved PAL records.  They are then submitted 
electronically to the State Controller’s Office (SCO) to update leave balances and process 
overtime, shift and positive pay.  When timesheets are not approved prior to interface dates, 
leave balances are not updated, and pay is not submitted for processing. 
 
Supervisor’s Role 
 
Managers and supervisors must ensure their staff’s time is submitted timely, thoroughly and 
accurately.  This includes confirming: 

• Working projects are entered accurately 
• Proper leave aliases are being used 
• Proper expenditures are used for regular work and overtime 
• Assuring the employee has sufficient leave available for the usage 

 
For employees that have no computer access or are unavailable to complete their timesheet, 
PAL time can be entered by the office attendance Clerk or supervisors with enhanced PAL 
access. 
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Attendance Clerk Role 
 
Attendance clerks should monitor their program’s timesheets through the ABMS PAL 
Timesheet History screen and follow up with managers and supervisors until: 
 

• all dock is entered and approved by the ABMS Dock Cutoff, and 
• all timesheets are entered and approved at the end of the pay period. 

 
The ABMS PAL Timesheet History screen is located on the ABMS Main Menu under the + 
View Lists menu item.  Double click on + View Lists, and then select PAL Timesheet History. 
 
Execute the report two days prior to each deadline (including dock cut-off) to inform 
Managers/Supervisors of all employees who have unapproved timesheets.  Unapproved 
timesheets include the following PAL statuses:  “W” – Working; “S” – Submitted; “R” – 
Rejected; and “M” – Missing.  Continue to use the ABMS PAL Timesheet History screen until 
all of the timesheets within your office are approved. 
 
Detail Instruction for PAL Timesheets 
 
Detailed instructions on the ABMS PAL Timesheet History screen can be found in the ABMS 
Attendance Clerk user guide on the ABMS website at 
http://inside.dgs.ca.gov/abms/UserGuides.aspx. 
 
The PAL User Guide for Attendance Clerks can be found in the same location and includes 
instructions for completing the PAL timesheet, understanding PAL statuses, creating Personal 
Aliases and entering time for other employees. 
 
Absences during time of Approval 
 
Supervisors with enhanced PAL access or attendance clerks can enter and submit time on 
behalf of absent employees at the close of the pay period. 
 
Supervisors unavailable to approve time by the designated time frames should direct their 
employees to route their timesheet to another supervisor for approval.  To do this, change the 
PAL Approver field to the available supervisor and press the Submit button. 
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Status 
 
Statuses of time entry in PAL are as follows: 
 

WORKING (Green) – supervisor cannot see a timesheet until it is in working status.  
SUBMITTED (Blue) – employee has submitted their timesheet to the supervisor  
APPROVED (Purple) – the supervisor has approved the employee’s timesheet  
REJECTED (Red) – the supervisor has rejected the timesheet back to the employee for 
corrections and/or adjustments.  
INTERFACED (Black) – the timesheet was approved prior to the interface being 
processed. The    leave entries will show an “I” next to the time posted. 
KEYED (Black) – time appeared on the DGS PAL Not Interfaced to SCO report and 
was manually keyed by your assigned Personnel Specialist. 

 

Alias 
 
List of Alias for recording entry into PAL are listed in the PAL User Guide: 
http://inside.dgs.ca.gov/pal/Home.aspx  
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Example of Listing of Alias 
 

 
 
 
Alerts  
 
Alerts are sent out when there are problems with a timesheet. The problem stated in the alert 
needs to be resolved in order for the alert to stop. The alert will continue to be sent out on a 
daily basis for three years or until the issue is resolved, whichever comes first.  
Below are samples of alerts:  
 

 Timesheet is submitted but not approved.  
 Timesheet is in working status 
  Please submit to your supervisor.  
 Not enough hours for the pay period.  
 The employee did not have a 40 hour week, not entitled to overtime.  
 Timesheet is missing.  
 When you receive any of the PAL alerts, please read carefully. The alert contains 

all pertinent information to assist you in researching the issue. The alert gives the 
employee’s name, pay period in question, and the status of the timesheet. You 
should be able to resolve most alert issues by reading the alert. When you 
receive an alert, go to the timesheet in question and review it. You will probably 
see the problem and be able to answer your own questions or that of the 
employee and/or supervisor. If unable to resolve the issue, please contact your 
PTU specialist for assistance. 

 

                                                                    389                                                     REVISED 07/2016 
 



DEPARTMENT OF GENERAL SERVICES  SECTION V 
ATTENDANCE CLERK MANUAL 

 
Attendance Reporting in PAL Continue 
 
Absence and Additional Time Worked Report STD 634 
 
Employees whose agencies that does not have PAL access will utilize the Absence and 
Additional Time Worked Report (Std. 634) and/or timecard for reporting time and leave usage 
for each pay period.  
 
Each 634 needs to be completed in ink as appropriate per the 634 instructions found on the 
back of the form. The employee will sign, date and submit back to his/her supervisor for review 
and approval. Provide a copy of the approved 634 to the employee and submit all original 634 
to OHR the day after payday.  
 
If correction of a prior pay period is necessary, a corrected and approved Std. 634 needs to be 
completed and “AMENDED” must be added to the top of the form and submitted to OHR. 
(Signature of both the employee and supervisor is required) 
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Sample of Absence and Additional Time Worked Report (STD 634) Front 
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Sample of Absence and Additional Time Worked Report (STD 634) Back 
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Dock 
 
“Dock” (L) – defined as an informal leave of absence without pay; that is, approved time off by 
the supervisor. These absences must be inputted on PAL and submitted timely.  
 
“Unapproved Dock” (D) – defined when in circumstance when Absence without Pay (AWOL) or 
“Approved Dock” (L) are inappropriate such as in case of an employee who is on attendance 
restriction.   
 
“AWOL” (AWOL) – defined as informal leave of absence without pay that is not approved time 
off by the supervisor.  
 
Dock at Master Payroll Cutoff 
 
If an employee is on dock at master payroll cutoff and the date of return is unknown, the 
employee should be shown on dock for the remainder of the pay period to avoid an 
overpayment situation. This will ensure the employee is paid on the regular pay date. If the 
employee returns to work before the end of the pay period and PAL has been approved the PS 
will requested additional pay and a supplemental warrant will be issued. 
 
Supervisors must approve their employee’s PAL timesheet weekly when reporting dock.  All dock 
must be approved in PAL by 11:00AM on SCO Master Payroll Cutoff.  Changes to dock after this 
time are considered “Late Dock” and must be communicated to your Personnel Specialist 
immediately to avoid overpayments. 
 
Dock Cutoff Dates 
 
Dock cutoff dates can be found on the PAL Payroll Calendar located on the PAL intranet site.  
Please select the calendar for the current pay period and review it carefully for the SCO Master 
Payroll Cutoff date. 
 
When reporting late dock for an employee, your assigned OHR Personnel Specialist must be 
notified immediately and is available to assist you.  For employees in most Bargaining Units, 
late dock overpayments require returning the pay warrant to the Department of General 
Services’ Office of Fiscal Services, canceling Direct Deposit if applicable, and issuing a salary 
advance within two to five business days after payday.  
 
Note:  Bargaining Unit 12 and 13 employees will receive their warrant as if the late dock had 
not occurred.  However, the amount of the overpayment will automatically be deducted from 
the next applicable pay warrant.  
 
Posting and approving all dock for the pay period by the cutoff dates and communicating 
changes immediately to your OHR Personnel Specialist are essential to ensure your 
employees are paid accurately and timely. 
 
To identify your Personnel Specialist, use the following link PTU Roster Assignment Listing  or 
contact our Customers Resource Unit (CRU) at (916) 376-5400. 
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Attendance Reporting in PAL Continue 
 
Dock Cutoff Dates Continue 
 
If an employee is granted approved dock (L), then sick leave, vacation/annual leave, or any 
other paid leave credits CAN NOT BE USED TO BREAK the continuity of the docked during  
the employee’s absences.  Therefore, be aware when dock occurs on the last day of the pay 
period, credits posted to the first day of the following pay period CAN NOT be used to break 
the period of dock.  The employee must PHYSICALLY return back to work in order to use 
available credits. 
 
REPORTING DOCK 
 
Employees can be docked in days, hours, or tenths.  If the employee is to be docked for less 
than one hour, it must be reported in tenths.  If the dock is 5 minutes or less, the employee 
cannot be charged dock (A, D or L), however, it is recommended that the employee make up 
the time during their lunch period (Refer to the bargaining contracts). 
 
If the employee is to be docked between 6 minutes and 59 minutes, the chart listed below is to 
be used: 
 

 
MINUTES TO BE DOCKED 

 
DECIMAL TO BE 

DOCKED 
 

0 to 5 no dock 

6 to 11 .1 

12 to 17 .2 

18 to 23 .3 

24 to 29 .4 

30 to 35 .5 

36 to 41 .6 

42 to 47 .7 

48 to 53 .8 

54 to 59 .9 

 60 1.0 hour 

 
For additional information refer to resources: 
 
Bargaining Contracts 
 
POM  
 
PAL User Guide  
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Attendance Reporting in PAL Continue 
 
For most BU when reporting “Late Dock” the office is require to return the pay warrant to DGS 
Fiscal office. Below is the “Timely Payment of Wages” table for the listed BU, utilize the chart 
below to determine the number of salary advance the employees are entitled to and the 
number of days the salary advance is to be issued. 
 

Timely Payment of Wages 
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Acronyms 
 

Acronyms are words formed from initial letters of a name.  For example, OHR is the 
acronym for “Office of Human Resources.”  Acronyms are used frequently in regards to 
personnel functions.   
 

 
 

ABMS ACTIVITY BASED MANAGEMENT SYSTEM 
AC ATTENDANCE CLERK 
ACA AFFORDABLE CARE ACT 
ADA  AMERICANS WITH DISABILITIES ACT 
AR ACCOUNTS RECEIVABLE 
ATO ADMINISTRATIVE TIME OFF 
AWOL ABSENCE WITHOUT LEAVE 
AWWS ALTERNATE WORK WEEK SCHEDULE 
BCP BUDGET CHANGE PROPOSAL 
BOC BOARD OF CONTROL  
BPM BUILDING & PROPERTY MANAGEMENT BRANCH 
BSC BUILDING STANDARDS COMMISSION 
BSO BUSINESS SERVICES OFFICE 
BU BARGAINING UNIT 
CalHR CALIFORNIA DEPARTMENT OF HUMAN RESOURCES 
CALNET CALIFORNIA INTEGRATED TELECOMMUNICATIONS NETWORK 
CASE CALIFORNIA ATTORNEYS IN STATE EMPLOYMENT 

(BU 2) 
CAT 
LEAVE 

CATASTROPIC LEAVE POGRAM 

CBID COLLECTIVE BARGAINING IDENTIFIER DESIGNATION 
CCF CALIFORNIA CHILDREN & FAMILIES COMMISSION 
CPA CA. POWER AUTHORITY 
CCR CALIFORNIA CODE OF REGULATIONS or 

CRITICAL CLASS REQUIREMENTS 
CEA  CAREER EXECUTIVE APPOINTMENT 
CERT  CERTIFICATION 
CIU CONSTRUCTIVE INTERVENTION UNIT 
CLAS CALIFORNIA LEAVE ACCOUNTING SYSTEM 
COB CLOSE OF BUSINESS 
CRB COLORADO RIVER BOARD 
CRU CUSTOMER RESOURCES UNIT 
CSA CAREER SUPERVISORY ASSIGNMENT 
CSEA CALIFORNIA STATE EMPLOYEE’S ASSOCIATION 

(BU 1, 3, 4, 11, 14, 15, 17, 20, 21) 
CSM COMMISSION ON STATE MANDATES 
CSP CALIFORNIA STATE PAY SCALE 
CSW COMMISSION ON THE STATUS OF WOMEN 
CTC CALIFORNIA TAHOE CONSERVANCY or 

CALIFORNIA TRANSPORTATION COMMISSION 
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Acronyms Continue 
 
C&P  CLASSIFICATION AND PAY 
DFEH DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING 
DOD DATE OF DISABILITY (WORKERS’ COMP.) 
DOF DEPARTMENT OF FINANCE 
DOI DATE OF INJURY (WORKERS’ COMP.) 
DSA DIVISION OF STATE ARCHITECT 
DSQ DUTY STATEMENT QUESTIONNAIRE 
DTU DISABILITY TRANSACTIONS UNIT(OHR-PTU) 
EE  EMPLOYEE 
EAP EMPLOYEE ASSISTANCE PROGRAM 
EAR EMPLOYEE ACTION REQUEST 
EFDS ESSENTIAL FUNCTIONS DUTY STATEMENT 
EEO  EQUAL EMPLOYMENT OPPORTUNITY 
EMSA EMERGENCY MEDICAL SERVICES AUTHORITY 
EO EXECUTIVE OFFICE 
FLSA FAIR LABOR STANDARDS ACT 
FMLA FAMILY MEDICAL LEAVE ACT 
GC GOVERNMENT CODE 
GCC GAMBLING CONTROL COMMISSION 
GEN GENERAL SALARY INCREASE 
HAM HIRING ABOVE MINIMUM 
HQ HEALTH QUESTIONNAIRE 
IDL  INDUSTRIAL DISABILITY LEAVE 
IDP INDIVIDUAL DEVELOPMENT PLAN 
IUOE INTERNATIONAL UNION OF OPERATING ENGINEERS 

(BU 12, 13) 
JOB JOB OPPORTUNITY BULLETIN 
LEAP LIMITED EXAMINATION AND APPOINTMENT PROGRAM 
LHC LITTLE HOOVER COMMISSION 
LOA LEAVE OF ABSENCE 
LRC LAW REVISION COMMISSION 
LR  LABOR RELATIONS 
LRO LABOR RELATIONS OFFICER 
LT  LIMITED TERM 
MCR  MODIFIED CLASS REVIEW 
MIRS MANAGEMENT INFORMATION RETRIEVAL SYSTEM 
MOU MEMORANDUM OF UNDERSTANDING 
MQ MINIMUM QUALIFICATIONS 
MSA MERIT SALARY ADJUSTMENT 
NDI  NON-INDUSTRIAL DISABILITY INSURANCE 
NOPA NOTICE OF PERSONNEL ACTION 
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Acronyms Continue 
 

 

OAH OFFICE OF ADMINISTRATIVE HEARNINGS 
OAL OFFICE OF ADMINISTRATIVE LAW 
OAS OFFICE OF AUDIT SERVICES 
OBAS OFFICE OF BUSINESS AND ACQUISITION SERVICES 
OCC OUT-OF-CLASS 
OEM OFFICE OF ENERGY MANAGEMENT 
OFA OFFICE OF FLEET ADMINISTRATION 
OFS OFFICE OF FISCAL SERVICES 
OHR OFFICE OF HUMAN RESOURCES 
OL OFFICE OF LEGISLATION 
OLS OFFICE OF LEGAL SERVICE 
OPF OFFICIAL PERSONNEL FILE 
OPSC OFFICE OF PUBLIC SCHOOL CONSTRUCTION 
ORIM OFFICE OF RISK & INSURANCE MANAGEMENT 
OSP OFFICE OF STATE PUBLISHING 
OTR OFFICE OF TECHNOLOGY RESOURCES 
PA  PERSONNEL ANALYST 
PAL PROJECT ACCOUNTING AND LEAVE 
PAM  PERSONNEL ACTION MANUAL 
PAR  PERSONNEL ACTION REQUEST 
PD PROCUREMENT DIVISION or 

PERMANENT DISABILITY (WORKERS’ COMP.) 
PNB POST AND BID 
PERB PUBLIC EMPLOYMENT RELATIONS BOARD  
PERS  PUBLIC EMPLOYEE’ S RETIREMENT SYSTEM 
PFT  PERMANENT/FULL TIME 
PI  PERMANENT INTERMITTENT 
P.I.E. PERSONNEL INFORMATION EXCHANGE 
PIMS PERSONNEL INFORMATION MANAGEMENT SYSTEM 
PIP PROMOTION-IN-PLACE 
PL PERSONNEL LIAISION or 

PAY LETTER 
PLP  PERSONAL LEAVE PROGRAM 
PMB PROJECT MANAGEMENT BRANCH 
PMPPM  PERSONNEL MANAGEMENT POLICY & PROCEDURES MANUAL 
POM PERSONNEL OPERATION MANUAL 
PPM PAYROLL PROCEDURES MANUAL 
PS  PERSONNEL SPECIALIST 
PTM  PERSONNEL TRANSACTIONS MANUAL 
PTU PERSONNEL TRANSACTIONS UNIT 
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Acronyms Continue 

 

 
 

RA REASONABLE ACCOMMODATION 
RDO REGULAR DAY OFF 
RESD REAL ESTATE SERVICES DIVISION 
RPA REQUEST FOR PERSONNEL ACTION 
RTW RETURN-TO-WORK 
SAL SALARY INCREASE 
SAM STATE ADMINISTRATIVE MANUAL 
SCO  STATE CONTROLLER’ S OFFICE 
SDI STATE DISABILITY INSURANCE 
SILC STATE INDEPENDENT LIVING COUNCIL 
SISA SPECIAL-IN-GRADE SALARY ADJUSTMENT 
SMMC SANTA MONICA MOUNTAINS CONSERVANCY 
SPB  STATE PERSONNEL BOARD 
SROA  STATE RESTRICTION OF APPOINTMENTS 
SSA SPECIAL SALAY ADJUSTMENT 
SSC SEISMIC SAFETY COMMISSION 
TAU TMPORARY AUTHORIZATION  APPOINTMENT 
TEC TRAVEL EXPENSE CLAIM 
TLD TEMPORARY LIMITED DUTY (WORKERS’ COMP.) 
TNA TRAINING NEEDS ASSESSMENT 
TOE  TRANSFER OF ELIGIBILITY 
TP TRAINING PLAN 
T&D  TRAINING AND DEVELOPMENT ASSIGNMENT 
WC WORKERS’ COMPENSATION 
WWG WORK WEEK GROUP 
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Reference 
 
 

ABMS http://inside.dgs.ca.gov/abms/Home.aspx 
BAM http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-

manual.aspx 
Bargaining Contracts http://www.calhr.ca.gov/state-hr-professionals/Pages/bargaining-contracts.aspx 
CalHR http://www.calhr.ca.gov/Pages/home.aspx 
CalPERS http://www.calpers.ca.gov/ 
DGS Division & Office http://inside.dgs.ca.gov/dgsnet/Home/OrgDirectory.aspx 
EDD http://edd.ca.gov/ 
HR Forms http://www.dgs.ca.gov/ohr/Resources/Forms.aspx 
HR Memos http://www.dgs.ca.gov/ohr/Resources/HRPolicyMemos.aspx 
PAL http://inside.dgs.ca.gov/pal/Home.aspx 
POM http://www.dgs.ca.gov/ohr/Resources/PersonnelOperationsManualPOM.aspx 
Quick Links     

   AWWS Calendars 
    Bargaining Contracts 
    Bilingual Service Complaint Form       
    C&P Contact Listing 
    FMLA/SDI/NDI/WC 
    Forms 
    PTU Assignment Listing 
    State Holidays 
    Zig New Hire Resources 
 

http://www.dgs.ca.gov/ohr/Home.aspx 

Savings Plus https://www.savingsplusnow.com/ 
SCO http://www.sco.ca.gov/ 
Social Security http://socialsecurity.gov/ 
Standard (STD) Forms http://www.dgs.ca.gov/dgs/ProgramsServices/Forms/FMC/Search/pdf_fillPrint.aspx 

 
Toolkits http://www.dgs.ca.gov/ohr/Resources/Toolkits.aspx 
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http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual.aspx
http://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual.aspx
http://www.calhr.ca.gov/state-hr-professionals/Pages/bargaining-contracts.aspx
http://www.calhr.ca.gov/Pages/home.aspx
http://www.calpers.ca.gov/
http://inside.dgs.ca.gov/dgsnet/Home/OrgDirectory.aspx
http://edd.ca.gov/
http://www.dgs.ca.gov/ohr/Resources/Forms.aspx
http://www.dgs.ca.gov/ohr/Resources/HRPolicyMemos.aspx
http://inside.dgs.ca.gov/pal/Home.aspx
http://www.dgs.ca.gov/ohr/Resources/PersonnelOperationsManualPOM.aspx
http://www.dgs.ca.gov/ohr/Resources/Toolkits/TimekeepingToolkit.aspx
http://www.calhr.ca.gov/state-hr-professionals/Pages/bargaining-contracts.aspx
http://www.documents.dgs.ca.gov/ohr/2012newwebsite/assignmentlistings/ClassPayAssignList.doc
http://www.dgs.ca.gov/ohr/Programs/ReturnToWork.aspx
http://www.documents.dgs.ca.gov/ohr/2012newwebsite/assignmentlistings/PTUAssignList.xlsx
http://www.dgs.ca.gov/ohr/Resources/Toolkits/TimekeepingToolkit.aspx
http://www.dgs.ca.gov/ohr/Resources/Toolkits/ZigguratNewHireResources.aspx
http://www.dgs.ca.gov/ohr/Home.aspx
https://www.savingsplusnow.com/
http://www.sco.ca.gov/
http://socialsecurity.gov/
http://www.dgs.ca.gov/dgs/ProgramsServices/Forms/FMC/Search/pdf_fillPrint.aspx
http://www.dgs.ca.gov/ohr/Resources/Toolkits.aspx
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	Sample of STD 678
	Form is available at: www.osp.dgs.ca.gov.
	Employee Action Request (EAR) STD 686
	The Employee Action Request (STD 686) (EAR) is used by the employee to report information necessary for employment such as name, address and tax allowances.  The form is utilized by new, reinstated and current employees.
	This section offers EAR guidelines when used in the appointment process.
	The EAR is subject to annual revisions due to changes in the tax laws, etc.  The back of the EAR has general information for the employee’s knowledge including taxes, Earned Income Credit and address change.
	Attendance Clerk responsibility
	Review the EAR for clarity and that the employee has completed the required sections. For new hires, the EAR must be returned to the appropriate Personnel Specialist (PS) with the Appointment Document Checklist.  After the PS has processed the EAR, th...
	Employee Action Request (EAR) Continue
	Sample of Employee Action Request (STD. 686)
	Form is available at: www.osp.dgs.ca.gov.
	Employee Action Request (EAR) Continue
	Sample of Employee Action Request (STD. 686)
	“Information for Employees”
	Employee Action Request (EAR) Continue
	SECTION A PTU must complete Section A. (Personnel Office Use)
	SECTION B All employees (New or Current) submitting an EAR must check the applicable       boxes in Section B and complete the appropriate sections.
	Employee Action Request (EAR) Continue
	SECTION C All employees must complete Section C.
	*Note: Enter exactly as it appears on the social security card
	SECTON D Current employees reporting a name change or an employee reinstating with a    new name must complete Section D.
	Employee Action Request (EAR) Continue
	Substantiation Required for a Name Change
	Either Form 5028 from the Social Security Administration, a copy of the new social security card, or other confirmation form issued by the Social Security Administration must be attached to the EAR.  A marriage certificate is not valid proof that the ...
	SECTON E All new employees or current employees wishing to change their withholding allowance must complete Section E.
	Comment:  If not completed, the State Controller’s Office will deduct taxes based on prior information if a reinstatement is within 12 months.  If prior separation is over 12 months and Section E is not completed, the deduction will be Single and Zero...
	If Section E is not completed by a new employee, the Controller’s Office will deduct as a single person with no exemptions (S-0).
	Employee Action Request (EAR) Continue
	SECTION F All new employees or current employees reporting a change of address must complete Section F.
	SECTION G All new employees or an employee reinstating with a new name must complete Section G.
	Employee Action Request (EAR) Continue
	SECTION H All new employees or employees reporting a birth date correction must complete Section H.
	SECTION I All employees must complete Section I.
	Social Security Number Correction
	Do not include any other changes on EAR when submitting a social security number correction. A copy of the employee’s social security card must be attached to the EAR when submitting a social security number correction.
	Oath of Allegiance
	Oath of Allegiance and Declaration of Permission to Work for Persons Employed by the State of California (STD 689)
	The Oath of Allegiance (STD 689) is required for new hires to State civil service and reinstatements with a break in service.
	Exempt employees are not required to complete the Oath of Allegiance.  See Oath of Office for Exempt Appointments.
	Attendance Clerk Responsibilities
	Oath of Allegiance Continue
	Sample of Oath of Allegiance and Declaration of Permission to Work for Persons Employed by the State of California (STD.689)
	Form is available at: www.osp.dgs.ca.gov.
	Oath of Allegiance Continue
	Completing the Oath of Allegiance
	Oath of Office
	The Oath of Office (STD 688) must be completed no later than the first date of appointment.  Exempt appointees that are required to complete the Oath of Office by law may not be compensated for time worked prior to the date the Oath is certified.
	All exempt appointments are required to complete the Oath of Office.
	Attendance Clerk responsibilities
	Forward a copy of Oath of Office to the PS within 30 days of the appointment date.  The PS will file in the employee’s OPF.
	Sample of the Oath of Office (FRONT)
	Form is available at: www.osp.dgs.ca.gov.
	Oath of Office Continue
	Sample of the Oath of Office (REVERSE)
	Oath of Office Continue
	Completing the Oath of Office
	You may type or use a ballpoint pen to complete the Oath of Office.  Do not use a pencil.
	The date of certification must be the date of appointment.
	State Employee Disability Questionnaire
	Pursuant to the Rehabilitation Act of 1973 and Government Code Section 19233, CalHR requires that departments survey their employees to determine the number of individuals with a disability employed in each department.
	In an effort to “Go Green”, effective November 1, 2011, CalHR has eliminated the paper disability survey process. Employees now have 24/7 direct access to this confidential online system from any computer. Employees need only to enter their last name ...
	Attendance Clerk responsibilities
	Attendance Clerks (ACs) must inform the new to State employees and current employees who have a status change that the survey is now available online from any computer. ACs must direct employees to the confidential online system via our department’s s...
	(https://exams.spb.ca.gov/disability/DisabilityForm.cfm?dept=IJ00)
	Important! The disability information requested on the questionnaire may only be collected on a voluntary basis.
	State Employee Race/Ethnicity Questionnaire (CalHR 1070)
	The Race/Ethnicity Questionnaire (CalHR 1070) is required for employees new to State service only. The employee’s response to the Race/Ethnicity Questionnaire is voluntary. If the employee chooses not to identify, the department is required to visuall...
	The questionnaire allows the employees to self-identify the race/ethnic group with which he/she most closely identifies.  The Ethnic/Race is encoded by the department’s personnel office and becomes part of the employment history system kept by the Sta...
	The original Race/Ethnicity Questionnaire must be returned to your PS with the Date of Appointment Document Checklist.
	Completing the Race/Ethnicity Questionnaire (CalHR 1070)
	State Employee Race/Ethnicity Questionnaire
	(CalHR 1070) Continue
	Sample of CalHR 1070
	Form is available at: http://www.calhr.ca.gov/Pages/home.aspx
	CalPERS Members Reciprocal Self-Certification Form
	(PERS-CASD-801)
	Reciprocity is an agreement among public retirement systems to allow members to separate from one public employer and into employment with another public employer within a specific time limit without losing some valuable retirement and related benefit...
	The Public Employees’ Pension Reform Act of 2013 (PEPRA), effective January 1, 2013, requires a CalPERS covered employer to determine the applicable PEPRA retirement benefit formula for new employees. CalPERS refers to all members that do not fit with...
	Form Completion
	The form must be completed by:
	1. All new hires effective on or after 01/01/13 who are CalPERS members.
	2. Existing employees who become CalPERS eligible on or after 01/01/13. For example, part-time or intermittent employment exceeding 125 days (if paid on a per diem basis) or 1,000 hours within a fiscal year are covered by CalPERS retirement membership...
	3. AC or designee must provide the Member Reciprocal Self-Certification Form to all new employees upon eligibility for membership.
	4. AC or designee must sign and date the Member Reciprocal Self-Certification Form on the date the form is given to the employee.
	5. Upon receipt of the completed Member Reciprocal Self-Certification Form, the AC will enter the date the employee returns the form.
	6. The Member Reciprocal Self-Certification Form (PERS-CASD-801) must be submitted to your Personnel Specialist along with all other required hire documents.
	CalPERS Members Reciprocal Self-Certification Form
	(PERS-CASD-801) Continue
	Form Completed Continue
	7. The employee will be enrolled in to CalPERS membership based on the information provided on the form, myǀCalPERS will determine the retirement benefit formula.
	8. The Member Reciprocal Self-Certification Form will be maintained in the employee official personnel file for audit purposes.
	Completing PERS-CASD-801
	Form Submission
	Personnel Transaction Unit will determine if the form must be submitted to SCO for Enrollment.
	CalPERS Members Reciprocal Self-Certification Form Continue
	Sample of PERS-CASD 801
	Designation of Person Authorized to Receive Warrant (STD 243)
	The Designation of Person Authorized to Receive Warrants (STD.243) is required for employees new to State service and reinstatements.   It is optional for transfers from another State agency or promotions.  If the employee has an address change, a new...
	In accordance with Government Code 12479, the person listed as the designee will receive the employee’s final pay warrant upon death.  The designation remains in effect until the employee changes the designation or permanently separates from State ser...
	The designee must be 18 years of age or older.
	Attendance Clerk responsibilities
	All DGS AC’s are expected to follow the steps outlined below:
	• review the STD 243 for accuracy & completeness
	• return the original STD 243 and one copy with original signatures to your PS (if new to state send along with the Date of Appointment Document Checklist)
	The PS will sign the agency section and forward the one copy to the employee.  The original will be filed in the employee’s OPF.
	Completing the Designation of Person Authorized to Receive Warrant
	The employee will complete the STD 243.  As it is a legal document, you are responsible that the following criteria are met:
	 Document is completed in ink or typed
	 Original and one copy both must have the employee’s original signature
	 Full legal names for the employee and the designee are used
	 No erasure or corrections are made to the designee section of the Warrant Designee.  If this should happen, the employee needs to fill out a new form.  Destroy the old one
	 The STD 243 must be updated if the employee has a name change, address change or there is a change of the beneficiary designation.  For example: the warrant designee or beneficiary changes due to death, separation or divorce
	Note: Advise the employee to read the instructions and Privacy Notice on the Warrant Designee.
	Designation of Person Authorized to Receive Warrant (STD 243)
	Sample of STD 243
	Form is available at: www.osp.dgs.ca.gov.
	Emergency Information/Physician Designation (DGS OHR 20)
	The Emergency Information/Physician Designation (DGS OHR 20) is required for new hires to State service, reinstatements and transfers from another State agency.
	The employee should indicate who should be notified in case of an emergency and choice of medical treatment.  It is important that the information is current at all times.
	The Attendance Clerk should review the Emergency Information for clarity.  Make 2 copies of the Emergency Information form; the original must be submitted to the PS with the Date of Appointment Checklist and filed in the employee’s OPF.  You may distr...
	Emergency Information/Physician Designation
	(DGS OHR 20) Continue
	Sample of DGS OHR 20
	It is the policy of DGS to provide civil service employees and exempt officers with guidelines concerning activities which are incompatible with state employment.
	The purpose of the policy is to protect the integrity established by employees in carrying out the Department’s responsibilities to other State agencies and to the public.
	The Incompatible Activity Statement is required for all initial appointments, change in classification, and change in duties or circumstances that potentially conflicts with the policy.
	Advise the employee to read the statement before signing the certification on the last page of the booklet.  If the signature is not legible, print or type the employee’s name below the signature line. Do not use a pencil.
	The original signed “Certification” (the last page of the booklet) must be signed by the employee and returned to the PS with the Date of Appointment Checklist. The original will be filed in the employee’s OPF.  The employee will keep the booklet.
	Sample
	Military Service Declaration (STD 912)
	The Military Service Declaration (STD.912) is required for new hires to State civil service and reinstatements.  The employee’s response to the Military Service Declaration is voluntary.
	The information provided can be used by the Testing Unit to verify veteran’s status for open examinations.
	The information provided is confidential.
	The original Military Service Declaration must be returned to your PS with the Date of Appointment Document Checklist.  The original is filed in the employee’s OPF.
	Completing the STD 912
	If the employee does not complete the form, make a notation on the document before submitting it to PTU.
	Military Service Declaration (STD 912) Continue
	Sample of STD 912
	Form is available at: www.osp.dgs.ca.gov.
	The original Acknowledgement of Receipt signed by the employee is to be submitted to OHR with the Date of Appointment Checklist to the PS.
	The original will be filed in the employee’s OPF.
	The Administrative Order 15-01 memo and Acknowledgement of Receipt are on DGS’ Intranet site:  http://inside.dgs.ca.gov/ad/ao.aspx
	SAMPLE
	It is the policy of the Department of General Services (DGS) that sexual harassment is unacceptable behavior in the workplace and will not be condoned.  Supervisors/managers are responsible for maintaining a favorable working atmosphere free from sexu...
	New employees to State service, reinstatements and transfers from another State agency are required to read DGS’ Administrative Order 15-02 and sign the Acknowledgement of Receipt.  It is not required for Boards and Commissions.
	The original Acknowledgement of Receipt signed by the employee is to be submitted to OHR with the Date of Appointment Checklist to the PS.
	The original will be filed in the employee’s OPF.
	The Administrative Order 15-02 memo and Acknowledgement of Receipt are on DGS’ Intranet site:  http://inside.dgs.ca.gov/ad/ao.aspx
	Completion of AO 15-02
	Union Information Package
	Union Information packages are required for new rank and file (“R”) employees whenever the Memorandum of Understanding (MOU) states the employer is responsible for providing the employee with a union information package.  Employees who move into one o...
	Union information may be obtained from the specific union.
	OHR does not require acknowledgement.  The original is not filed in the employee’s OPF.
	You may order the Union Information Package through the appropriate union.
	Health/Dental/Vision
	Refer to the “Employee Benefits” of the AC Manual
	Affordable Care Act (ACA)
	The Patient Protection and Affordable Care Act (ACA) was enacted in March 2010 to ensure that individuals have access to quality and affordable health care. There are several provisions of the ACA that impact employers, such as the State of California.
	In 2013, the state implemented the Health Insurance Marketplace Coverage Options Notice requirements. AC’s are required to provide this Notice to ALL new employees, regardless of their health plan enrollment or eligibility status, within 14 days of th...
	The ACA requires group health plans, health plan administrators, and employers to issue a Summary of Benefits and Coverage Notice to employees eligible for health coverage with information on the health plan options available to them so they can make ...
	Attendance Clerks (AC) are required to issue the Summary of Benefits and Coverage Notice to all employees newly eligible for health benefits no later than the first day the employee is eligible to enroll in health coverage.
	For example, if a health benefit-eligible employee is hired on August 12, departments must provide this Notice, along with the health enrollment forms (HBD-12 and HBD-12A) to the employee no later than September 1.
	• Part II documents the distribution of the Summary of Benefits and Coverage Notice along with the health benefit enrollment forms (HBD 12 and HBD 12A) to employees newly eligible for health benefits. This section must be completed by the AC’s represe...
	Affordable Care Act (ACA) Continue
	Affordable Care Act (ACA) Continue
	New Health Insurance Marketplace Coverage Options Notice
	Sample
	Affordable Care Act (ACA) Continue
	Summary of Benefits and Coverage Notice
	Sample
	Affordable Care Act (ACA) Notification Checklist
	Sample of CalHR 782
	Dependent Eligibility Verification Checklist (CalHR 781)
	The Dependent Eligibility Verification Checklist (CalHR Form 781) was developed to facilitate documentation and administration of dependent enrollments.
	Attendance Clerks/Personnel Liaisons
	The Checklist must also be completed when dependent enrollments are processed for the Premier Vision Plan. Documentation must be provided and all sections of the Checklist must be completed by the appropriate parties before OHR can enroll dependents.
	Employees
	Employees are required to complete this form when adding dependents to health or dental coverage, as well as vision coverage processed through departmental Human Resources offices, and when an employee annually recertifies their parent-child relations...
	Dependent Eligibility Verification Checklist (CalHR 781) Continue
	Instructions
	Section 2 – requires the employee to certify, under penalty of perjury, the information submitted is true and accurate to the best of his/her knowledge. It includes several statements, each of which must be initialed by the employee, acknowledging the...
	Section 3 – This section requires OHR staff to certify that the necessary documentation was reviewed to verify dependent eligibility prior to enrollment. It includes several statements, each of which must be initialed by staff completing the Checklist...
	Personnel Specialist
	Additional Information
	For more information on the state’s health eligibility rules and enrollment process, refer to CalPERS’ Policies and Procedures page on-line at www.calpers.ca.gov. Additional information on either the dental or vision benefit programs can also be found...
	Dependent Eligibility Verification Checklist (CalHR 781) Continue
	Sample of CalHR 781 – page 1
	SAMPLE
	Dependent Eligibility Verification Checklist (CalHR 781) Continue
	Sample of CalHR 781 – page 2
	SAMPLE
	Dependent Eligibility Verification Checklist (CalHR 781) Continue
	Sample of CalHR 781 – page 3 & 4
	SAMPLE
	LEFT BLANK
	Probationary Periods/Performance Appraisals
	This Manual Section
	Individual Development Plan (IDP)
	Probationary Periods/Performance Appraisals Continue
	Probationary Periods
	A probationary period is a period of specified time (usually 6 or 12 months) at the beginning of an appointment that is used for a close review of an employee's performance prior to granting the employee permanent status.  This is the final step in th...
	Required Hours
	 1,680 hours if serving a twelve-month probationary period
	Responsibilities
	Probationary Periods/Performance Appraisals Continue
	Performance Appraisals
	The appraisal of work performance provides recognition for effective performance and identifies aspects of performance which could be improved. Performance appraisal is a continuing responsibility of all supervisors and supervisors should discuss perf...
	Appraising the performance of employees is an important and continuous responsibility of supervisors at every level.  Supervisors should ensure that each employee understands the requirements of the job and the performance expectations that are used t...
	DGS policy
	It is the policy of the DGS to evaluate the work and efficiency of a permanent employee (individual who has successfully passed his/her probationary period) at sufficiently frequent intervals to keep the employee adequately informed of progress on the...
	Performance appraisal shall be governed by the following:
	 The appraisal of work performance provides recognition for effective performance and identifies aspects of performance that could be improved
	 Performance appraisal is a continuing responsibility of all supervisors, and supervisors shall discuss performance informally with each employee as often as necessary to ensure effective performance throughout the year
	 Each supervisor, as designated by DGS, shall make an appraisal in writing and shall discuss with the employee overall work performance at least once in each twelve calendar months following the end of the employee’s probationary period for the purpo...
	 The caliber of the employee’s work
	 Helping the employee recognize areas where performance could be improved
	 Developing with the employee a plan for accomplishing such improvement
	 Each employee shall be given a copy of the written appraisal covering the employee’s own performance and is privileged to discuss it with DGS management before it is filed.
	Submission
	Once the form has been completed and signed by employee and supervisor, submit the form and any supporting documentation to OHR for filing. The employee retains a copy.
	Probationary Periods/Performance Appraisals Continue
	ABMS IDP Alert
	DGS Supervisors receive Activity Based Management System (ABMS) emails notifying them of their employee’s IDP due dates and a link to the STD. 637 form.  (All employees should receive an IDP annually after completing their probationary period.)
	Example of ABMS IDP Alert
	Probationary Periods/Performance Appraisals Continue
	Example of STD 636
	Form is available at: www.osp.dgs.ca.gov.
	Probationary Periods/Performance Appraisals Continue
	Sample of the Individual Development Plan (STD 637) (Front)
	Form is available at: www.osp.dgs.ca.gov.
	Probationary Periods/Performance Appraisals Continue
	Sample of the Individual Development Plan (STD 637) (Back)
	Payroll Warrants
	The State payroll system was established with internal controls and processes to ensure compliance with the State Controller’s Office guidelines and with State Administrative Manual regulations.  Consequently, the preparation and distribution of payro...
	Payroll warrant processing and release
	All payroll warrants for employees of the department are prepared by the State Controller’s Office.  Payments are based upon employee status and attendance information received from the department. Employees’ attendance information is keyed into the P...
	Types of payments
	Warrants are received by the Accounting Unit and distributed to the reporting units for the following types of payments:
	 Monthly Salary Payments
	 Supplemental or corrected monthly salary payments
	 Overtime or excess hours payments
	 Salary payments to separated employees, including lump sum vacation/overtime
	 Salary advance checks
	 Merit award checks
	 Superior Achievement awards
	 NDL, IDL, or State Compensation checks
	 Miscellaneous pay, bonus, refund, or retroactive checks
	Salary Increases and Adjustments Continue
	ABMS Email Alert
	Supervisors and Attendance Clerks receive an Activity Based Management System (ABMS) email alert stating a MSA or SISA review is due for their employee.  It is important to ensure the Project Accounting and Leave (PAL) reflects the correct supervisor ...
	MSA Approval
	MSA approvals require a Supervisor Certification of Salary Adjustment form (DGS OHR 609) indicating the employee has met the quality and quantity of experience the position requires.  The AC will return the approved DGS OHR 609 form to the Office of H...
	Salary Increases and Adjustments Continue
	MSA Denial
	If the employee’s performance improves after the subsequent review, submit the DGS OHR 609 to the PS indicating approval.
	Extending MSAs
	Supervisors should consult their C & P analyst regarding extending a MSA effective date if an employee’s inability to meet the standards of efficiency was due to a permanent or temporary separation.   A copy of the memo notifying the employee and the ...
	Worker’s Comp
	Employees on an approved Worker’s Compensation claim for over a year continue to receive MSAs as though they were still working.  MSA denials are only applicable for attendance or performance issues before or after an approved worker’s compensation cl...
	Appeal
	Employees may appeal within ten days, after receiving the denial, by following their bargaining unit grievance procedure.
	The employee may appeal to the CalHR
	within fifteen days after having exhausted the departmental remedy, as outlined above.
	Note: Merit Salary Adjustments are system generated by SCO on the employee’s anniversary date unless an employee is off pay status.  MSA’s will be manually keyed by the Personnel Specialists when the employee is back on pay status.
	Salary Increases and Adjustments Continue
	Alternate salary range
	An alternate range is an additional range of pay established for a class that represents compensation for:
	 Satisfactorily completing the duties appropriate for the class for the period of time noted in the criteria of the alternate range; or
	 Possessing the education/experience/skills/competencies as defined under each alternate range criteria for each class.
	A deep class is one in which an employee gains status in each range.  The employee moves from one range to the next by meeting the experience requirements listed in the alternate range criteria for the classification.  The employee does gain status in...
	Deep class alternate range changes
	A deep class alternate range change is a salary movement that is in lieu of promotion to a separate classification.  Movement to the next range is based on criteria specifically outlined Section 13 of the California State Civil Service Pay Scales. (Co...
	Qualifying pay period
	A qualifying pay period for a SISA or MSA is any pay period in which the employee is paid for 11 days or more. Intermittent employees must work 160 hours to have a qualifying pay period.
	Unpaid absences for more than 11 days that run from the end of one qualifying pay period into another qualifying pay period shall disqualify the second pay period.
	Salary Increases and Adjustments Continue
	Example of ABMS MSA/SISA alert
	Example of ABMS Range Change email alert
	Salary Increases and Adjustments Continue
	Sample of Supervisor Certification of Salary Adjustment
	Form (GS-609)
	Form is available at: http://www.dgs.ca.gov/osp/Home.aspx
	Holiday Pay
	G.C. 19853(c) provides that all excluded and represented employees who work on a holiday are entitled to receive straight-time pay for actual hours worked and eight (8)* hours of holiday credit which is included as part of the employee’s regular pay ...
	*When the holiday falls on the employee’s regular scheduled day to work, the holiday credit included in the employee’s pay warrant is expended regardless of the hours worked.
	To clarify the interpretation above, the employee receives a full pay warrant including 8 hours for the holiday regardless of the employee’s work schedule. If the employee is scheduled to work on the holiday, the hours in the pay warrant are then cons...
	Holidays
	State employees are entitled to 11 State paid holidays each year. Please refer to the Official State Holiday Schedule posted on the OHR website:
	http://www.dgs.ca.gov/ohr/Resources/Toolkits/TimekeepingToolkit.aspx
	Holidays for rank and file employees are regulated by the employees’ Collective Bargaining Agreement (CBA), while government code regulates holidays for excluded employees. Refer to the Bargaining Contracts for holiday compensation.
	www.calhr.ca.gov
	Working on Holiday
	Holiday compensation is issued to employees for all hours worked on a holiday in accordance with his/her classification’s assigned work week group or bargaining unit contract.
	It is important to note that holiday compensation is a separate form of compensation and should not be misconstrued with overtime. The notable differences between the two compensations are shown below:
	Holiday Pay Continue
	Working on Holiday Continued

	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	SAMPLE
	 Employees that are required to work overtime on a holiday are paid for all hours worked in excess of forty (40) straight time hours in the work week, in addition to any premium rate described above.
	Holiday Pay Continue
	PAL Holiday Entries
	Please refer to the PAL website for the new Holiday Pay Entries chart which defines the proper method of posting holiday time worked in PAL. Employees must post time accordingly in order to be compensated timely for the holiday.
	http://inside.dgs.ca.gov/pal/Home.aspx
	Holiday Pay Report
	Holiday Pay is not generated automatically through an interface to SCO. It is manually keyed by your OHR Personnel Transaction Specialist around the 8Pth Pworking day of the following pay period. ALL holiday time worked must be approved on or before t...
	When requested by the PTU Specialist, the Holiday Pay report will retrieve all physical time worked on holidays for employees. The report retrieves the number of work hours posted to PAL on the holiday, and enters it on the report for the PTU Speciali...
	If the PAL Holiday entries are posted correctly and approved timely, and the Holiday Pay is keyed by the PTU Specialist around the 8Pth Pworking day as indicated above, employees can expect to receive their holiday pay in a separate warrant on approxi...
	Due to compensable differences between holiday pay and overtime, holiday pay is not reflected on the PAL timesheet. Hours worked on a holiday are extracted from PAL and manually keyed by your OHR PTU Specialist.


	2 Leaves of Absence JR word
	Leave of Absence (LOA)/Leave Types
	Leave of Absence (LOA)/Leave Types Continue
	Note: Pursuant to DPA Rule 599.781, “A leave of absence shall not be granted under this section to any employee who is accepting some other position in the State service; or who is leaving the State service to enter other employment except as hereto i...
	Unpaid Leave of Absence
	Leave of Absence (LOA)/Leave Types Continue
	Unpaid Leave of Absence Continue
	(b) Extensions of an unpaid leave of absence may be requested by the employee and may be granted by the department head or designee.
	A probationary employee may have regular leave of absence only if the probationer has completed six months in a class having a longer probationary period than six months; or if he/she was prevented from completing the probationary period because of en...
	Leave of Absence (LOA)/Leave Types Continue
	Parental Leave
	A female employee unable to perform an essential function of her job due to pregnancy, childbirth, or a related medical condition may receive up to four months unpaid leave, as medically needed, under the Family Medical Leave Act. When the pregnancy d...
	Note: The State will continue the employee's health benefits for the first 12 weeks of this combined leave.
	A male spouse or male parent or domestic partner (as defined in accordance with Family Code section 297), who is a permanent employee, shall be entitled, upon request, to an unpaid leave of absence for a period not to exceed one year to care for his/h...
	Note: The request must include the beginning and ending dates of the leave and must be requested no later than thirty (30) calendar days after the birth of the child. Any changes to the leave, once approved, are permissive and subject to the approval ...
	Important: During the period of time an employee is on parental leave, he/she shall be allowed to continue their health, dental, and vision benefits. The cost of these benefits shall be paid by the employee and the rate that the employee will pay will...
	Adoption
	adopted child.
	Leave of Absence (LOA)/Leave Types Continue
	Types of Leaves, Policies and Programs
	The following discuss the various types of leaves, polices and programs available to eligible employees.
	Leave of Absence (LOA)/Leave Types Continue
	Types of Leaves, Policies and Programs Continue
	Leave of Absence (LOA)/Leave Types Continue
	Types of Leaves, Polices and Programs Continue
	Leave of Absence (LOA)/Leave Types Continue
	Types of Leaves, Policies and Programs Continue
	Leave Types
	California State employees are eligible for several types of time off, below is a list of the most common leave benefits:
	 Bereavement
	 Military
	 Jury duty
	 ATO
	 Voluntary Personal Leave Program
	For additional information, you may refer to your bargaining unit's contract for specifics if you're a rank-and-file employee. If the contract provisions vary from the summaries below, the contract language prevails.
	Bereavement
	A permanent employee receives up to three eight-hour days (24 hours) of bereavement leave (per occurrence) upon the death of a person related by blood, marriage, or adoption, or of any person residing in the employee’s immediate household at the time ...
	Additional two days of leave shall be granted if the employee is required to travel over 400 miles one way from his/her home. At the option of the employee, these two additional days can be taken without pay or charged against accrued/earned leave cre...
	For rank-and-file employees, contract provisions limit such leave for deaths of extended family members to 3 days per year. Bargaining Unit contracts may be accessed via the link below:
	http://www.calhr.ca.gov
	Post the time under the alias “BL”, for bereavement leave, on your Project and Accounting Leave (PAL) timesheet
	Leave of Absence (LOA)/Leave Types Continue
	Military
	“Military leave” means the leave of absence status of a permanent employee or probationer who leaves a position to serve in the armed forces of the United States in time of national emergency or state military emergency and who has the right under sta...
	(d) assume active full-duty for the American Red Cross; such a leave shall not exceed the period authorized in the order.
	The length of your military leave is the period of active duty plus one day for travel going to and returning from such duty, unless your orders already provide for additional travel time.
	Refer to the following Memos for additional information:
	HR Memo 06-013 Military Leave
	HR Memo 07-036A Military Service-Unpaid Spousal Leave
	HR Memo 08-014 FMLA Service Member Family Leave Amendment
	Jury Duty
	An employee can serve on a jury for any court. Employees who perform jury duty will receive their regular salaries.
	An employee whose work schedule is other than Monday through Friday, 8 a.m. to 5 p.m. must temporarily be adjusted until the employee is released from jury duty. Supervisors must provide a day shift work situation if the employee is not on jury duty f...
	The employee will provide the following to the Attendance Clerk
	Post the time served under the alias “J”, for jury, on your Project and Accounting Leave (PAL) timesheet
	Leave of Absence (LOA)/Leave Types Continue
	Jury Duty Continue
	The Attendance Clerk responsibilities:
	West Sacramento, CA 95605
	Administrative Time Off (ATO)
	Administrative Time Off (ATO) may be granted on a case-by-case basis as approved by DGS Director or designee, deemed to be in the best interest of the State.  It is the goal to make every effort to return the employee to the worksite either in their o...
	Government Code (GC) Section 19991.10 provides that no paid leave of absence for state employees shall exceed five working days without prior approval from CalHR.
	4. Employee’s physical work environment is considered temporarily hazardous or is detrimental to work productivity (e.g., equipment failure, building evacuation, gas leak)
	Leave of Absence (LOA)/Leave Types Continue
	Administrative Time Off (ATO) Continue
	Employee works in an area deemed to be an environmental hazard and/or detrimental to work activity.
	Note: This is not the alias for workplace violence issues it is for situations where an employee places other employees at risk.

	Constructive Intervention Unit has been consulted and has approved placing the employee off work due to sensitive and confidential personnel-related reasons
	For questions regarding ATO or to request ATO-OHR for an employee, please contact any member of the Constructive Intervention Unit.
	Voluntary Personal Leave Program (VPLP)
	Leave of Absence (LOA)/Leave Types Continue
	Family Medical Leave Act (FMLA)
	The Family and Medical Leave Act (FMLA) entitles eligible employees with up to 12 work weeks of unpaid, job-protected leave per calendar year (January 1PstP – December 31PstP). It also requires that their group health benefits be maintained during the...
	Verify Eligibility
	The Attendance Clerk or supervisor should contact the FMLA coordinator via e-mail to verify eligibility by providing the following:
	Leave of Absence (LOA)/Leave Types Continue
	Family Medical Leave Act (FMLA)
	Employees’ are “eligible” if they have worked for at least one year and for 1,250 hours over the previous 12 months with the same employer (State of California).
	Supervisor’s Role
	Once approved, the supervisor should meet with the employee and advise of expectations with regard to notification of absences, reporting (call-in) procedures, Project Accounting and Leave (PAL) entries, etc.
	The supervisor should coordinate with the AC to ensure employee’s leave usage is recorded accurately in PAL or on the STD 634.
	FMLA Coordinator Responsibility
	The FMLA Coordinator will track usage of FMLA and inform employee, supervisor and AC when usage has reached close to what was certified, or the 480 hours or 12 work weeks.
	Leave of Absence (LOA)/Leave Types Continue
	Employee
	Employees may contact their supervisors or the FMLA coordinator for verification of their FMLA hours used.
	Important: DO NOT post PAL of FMLA alias until approval from the coordinator.
	For further information refer to the HR Memorandum 11:028 at: http://www.dgs.ca.gov/ohr/Resources/HRPolicyMemos.aspx
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	CalHR 752 (Front)
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	Catastrophic Leave (CAT LV)
	It is the policy of DGS to grant catastrophic leave to all employees when an employee has exhausted all leave credits and is facing financial hardship due to a catastrophic injury or prolonged illness of him/herself or his/her family member, for paren...
	Leave of Absence (LOA)/Leave Types Continue
	Catastrophic Leave (CAT) Continue
	There is no minimum State service requirement for eligibility.
	Leave of Absence (LOA)/Leave Types Continue
	Catastrophic Leave (CAT LV) Continue
	If the employee is unavailable or incapacitated, a co-worker, family member, or other representative may file the request on the individual’s behalf if written permission is granted by the employee.
	Leave of Absence (LOA)/Leave Types Continue
	Catastrophic Leave (CAT LV) Continue
	Employee
	If the original time period authorized for receipt of donated leave credits is subsequently determined inadequate, a request for authorization to receive additional time, accompanied by a physician’s verification that additional time off for the catas...
	A physician’s verification of the employee or the family member, which includes the general nature of the catastrophic injury or illness (not a description of illness, condition or diagnosis) and the prognosis (anticipated length of absence or estimat...
	It is the employee’s supervisor responsibility to review the request for CAT LV (DGS OHR 903), the Department’s policy and appropriate bargaining unit agreement (if the employee is represented). If all criteria of the policy are met, the supervisor wi...
	Leave of Absence (LOA)/Leave Types Continue
	Catastrophic Leave (CAT LV) Continue
	Catastrophic Leave Coordinator
	Request for CAT and supporting documentation is submitted to the Catastrophic Coordinator for review to assure compliance with the applicable provisions and bargaining unit agreement. The Personnel Specialist will be contacted by the CAT coordinator t...
	Personnel Officer (PO)
	Attendance Clerks (AC)
	Donations
	The criteria for approval are described in DPA Rules 599.925, 599.925.1, and the appropriate MOU.
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	Civil Service Employee Benefits
	The California Department of Human Resources (CalHR) is responsible for administering many benefits for state employees. In the following sections you will find basic information regarding most benefits available to state employees. Detailed benefit i...

	Civil Service Employee Benefits Continue
	Civil Service Employee Benefits Continue
	Refer to the Dental Section in the Attendance Clerk Manual for a sample of the Dental Plan Enrollment form STD 692.

	The California Department of Human Resources (CalHR), Benefits Division administers the State’s Dental Insurance Program.  While CalHR sets policy and procedures on enrollment and eligibility, the actual enrollment documents are reviewed for accuracy ...
	Dental Benefits Continue
	Eligibility
	Employees eligible to enroll or continue enrollment in the State's Dental Program:

	Dental Benefits Continue
	PI employees who meet the eligibility criteria described above in the eligibility section may enroll in a state-sponsored dental plan. The earliest possible effective dates of enrollment are August 1st or February 1st, based upon the end of the contro...

	Dental Benefits Continue
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	Dental Benefits Continue
	Instruction for Completing the STD 692
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	Cancellation of Dental Enrollment
	Termination of Coverage

	Dental Benefits Continue
	MEDICAL REPORT for the CalPERS DISABLED DEPENDENT BENEFIT - CalPERS HBD 34
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	Dental Benefits Continue
	Economically Dependent Children
	Another person's child under age 26 may be eligible for coverage if a parent-child relationship exists. Employees must complete a State of California Dental Affidavit of Eligibility (CalHR 025)  annually in order to enroll economically dependent child...
	Dental Benefits Continue
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	Absences/Situations Where Coverage Lapses
	Direct Payment of Premiums
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	Direct Payment of Premiums Continue
	Addition or Deletion of Family Members While on Non-Pay Status
	Return to Pay Status
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	Dental Benefits Continue
	SAMPLE
	Vision Care Program
	Vision Care Program Continue
	Eligibility
	Eligibility for the Vision Care Program is the same as for the Dental Program; see the “Dental” section for detailed eligibility rules.
	Enrollment
	The following retiring employees are eligible to enroll:

	To enroll into the Retirement Vision Plan, the retiring employee will need to complete the 31TCalHR 69531T and submit the form to OHR.
	Instructions for vision forms and completing the CalHR 695 forms can be located on the CalHR website:
	31Thttp://www.calhr.ca.gov/state-hr-professionals/Pages/benefits-administration-manual-vision-care-program.aspx31T
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	31Thttp://www.calhr.ca.gov31T
	Vision Care Program Continue
	Sample of Vision Plan Enrollment Authorization
	STD 700
	Vision Care Program Continue
	Instruction for Completing the Premier Vision CALHR 744
	Ensure the employee has completed the form completely, make 2 copies; one is to be given to the employee and the original and second copy of the document will need to be sent to your Personnel Specialist (PS) for processing. The PS will retain a copy ...
	31Twww.calhr.ca.gov31T
	Vision Care Program Continue
	Sample of Premier Vision Plan Enrollment Authorization - CalHR 774
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	Sample of Retiree Vision Plan Enrollment Authorization - 31TCalHR 69531T
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	The table below identifies the different types of retirement and eligibility requirements for each.
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