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[bookmark: _Toc492787742]A
[bookmark: _Toc492787743]
Account Receivable (AR)

Method used to recover money from an employee who has been overpaid.

[bookmark: _Toc492787744]Alternate Work Schedule (AWWS)

An Alternate Work Schedule is a fixed, daily work schedule that begins and ends outside official office hours.  The starting time can range between 6:00 a.m. through 9:00 a.m.; ending times normally range between 3:00 p.m. through 6:00 p.m.  These schedules are referred to as 9/8/80 or 4/10/40.

[bookmark: _Toc492787745]Appointment

The offer of a position and the candidate’s acceptance of position in the State civil service.

[bookmark: _Toc492787746]Appointing Power

Usually refers to the management of a specific department, agency and division who have the right to make appointments.

[bookmark: _Toc492787747]AWOL

An unapproved absence without pay.  May be used when employee is tardy or leaves the job site without permission.  It can substantiate an Adverse Action proceeding against the employee.

[bookmark: _Toc492787748]B

[bookmark: _Toc492787749]Bargaining Unit (BU)

A group of Rank and File employees aligned together based on their job category and levels of responsibility.


[bookmark: _Toc492787750]Bereavement Leave (BL)

Leave used by employee upon death of an eligible family member.  The bargaining contracts contain detailed information on number of days allowed and specifies allowable family members.

C

[bookmark: _Toc492787751]Casual Employment

Classes that are paid a prevailing union or trade rate; i.e., carpenters, painters, electricians, laborers. 

[bookmark: _Toc492787752]Catastrophic Time Bank (CTB)

A time bank established to assist an employee who has sustained a catastrophic illness or injury by permitting the transfer of specified leave credits from other employees.

[bookmark: _Toc492787753]Civil Service

A merit system of employment used in State service by which appointments are usually determined through competitive examinations.

[bookmark: _Toc492787754]Classification

A group of positions (jobs) with duties and responsibilities sufficient in similarity to warrant the same title and salary range.

[bookmark: _Toc492787755]Collective Bargaining Unit (CBID)

A code that identifies an employee’s bargaining status (i.e., Managerial, Confidential, Supervisory, Rank and File or excluded).

[bookmark: _Toc492787756]Compensable Overtime (CTO)

Overtime that is compensable by cash or time off.

[bookmark: _Toc492787757]Control Agencies

The departments responsible for the regulation of personnel management, employment history, payroll, budge control and retirement matters 

[bookmark: _Toc492787758]Control Period

The period of time that determines a Permanent Intermittent’s eligibility for benefits.

[bookmark: _Toc492787759]Cut-off Date

Final day each pay period for submitting or processing documents affecting payroll for monthly employees.

[bookmark: _Toc492787760]D

[bookmark: _Toc492787761]Departmental Policy

The internal decisions and procedures formulated by departments to administer personnel matters within the boundaries of the law.

[bookmark: _Toc492787762]Direct Deposit

Method by which the State Controller’s Office automatically deposits employees’ payments into their designated bank account.

[bookmark: _Toc492787763]Dock

Absence without pay is reported for negative roll employees when they are not entitled to a full pay warrant.

[bookmark: _Toc492787764]E

[bookmark: _Toc492787765]Excess Hours (EX)

Hours worked in excess of the normal number of hours in a pay period when the employee works a shift other than the normal 40 hours, Monday through Friday schedule.

[bookmark: _Toc492787766]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.

[bookmark: _Toc492787767]
F

[bookmark: _Toc492787768]Fractional Time Base

Employees paid on a negative payroll but work in a part time basis.  Special restrictions and conditions apply when determining eligibility for pay, leave credits and state service.

[bookmark: _Toc492787769]Full-Time

Employee works 40 hours per week and is paid a monthly salary.  May also work an Alternate Work Week Schedule.

[bookmark: _Toc492787770]H 

[bookmark: _Toc492787771]Health Benefits

Health benefit plans available to eligible employees.  Administered by the California Public Employees’ Retirement System.

[bookmark: _Toc492787772]Hire Above Minimum (HAM)

Appointing new State employees above the minimum rate of the class based upon extraordinary qualifications of the appointee, current salary, or competing job offer.

[bookmark: _Toc492787773]I

[bookmark: _Toc492787774]Intermittent

Hourly time base.  The employee’s tenure may be TAU, LT or permanent.


[bookmark: _Toc492787775]J

[bookmark: _Toc492787776]Jury Duty

Time spent while on a jury or in the selection process.

[bookmark: _Toc492787777]L

[bookmark: _Toc492787779]Limited Term (LT)

Appointments used to fill positions for a specific period of time, not to exceed two years.

[bookmark: _Toc492787780]Lump Sum Payment	

Cash payment paid to a separating employee for compensable pay:  vacation, personal holiday, holiday credit, personal leave program, compensating time off, and excess hours.

[bookmark: _Toc492787781]M

[bookmark: _Toc492787782]“May”

A permissive action.  See “shall”.

[bookmark: _Toc492787783]Memorandum of Understanding (MOU)

A written bargaining unit agreement or contract tha describes the terms and conditions of employment, as agreed upon by the employer and the exclusive representative.

N

[bookmark: _Toc492787785]Non-Represented Employees

Employees not represented by Collective Bargaining.  Managers, Supervisors, Confidential and Excluded employees are non-represented.



[bookmark: _Toc492787786]Notice of Personnel Action (NOPA)

Form that is computer generated by the State Controllers’ Office for Personnel Action Requests (PARS) transactions (e.g., appointments, salary changes.  The NOPA provides employees with an informational copy of certain transactions which affect their status.  It also serves as a legal document for recording the employee’s signature on appointments and some miscellaneous changes.

[bookmark: _Toc492787787]O

[bookmark: _Toc492787788]Open Enrollment

Term used to describe the set period of time when current and retired employees can enroll or change health, dental and/or FlexElect Plans.
[bookmark: _Toc492787789]
P

[bookmark: _Toc492787790]Pay Period (PP)

The State pay plan used to pay employees on the basis of twelve equal pay periods each year.  The monthly pay periods can be either 21 or 22 compensable days and may not coincide with a calendar month.

[bookmark: _Toc492787791]Permanent Employee 

An employee appointed on a permanent basis and who has completed a probationary period in any class.

[bookmark: _Toc492787792]Permanent Intermittent (PI)

Time base a permanent employee works that is paid on an hourly basis rather than a monthly basis.  A PI employee may not work more than 1500 hours in a calendar year.

[bookmark: _Toc492787793]Permanent Separations

Dismissal, resignation, AWOL, rejection during probation, service retirement, terminations of LT, TAU, emergency, CEA, exempt appointments and failure to meet conditions of employment.  See “Separations, Chapter 3”.


[bookmark: _Toc492787794]Personal Holiday (PH)

An eight hour day (or fractional if part time) granted to eligible employees each fiscal year.

[bookmark: _Toc492787795]Personal Leave Program

A mandatory cost saving plan that was in existence for 18 months.  The employee accrued 8 hours of leave credits for each month in lieu of paid compensation.

[bookmark: _Toc492787796]Personnel Action Request (PAR)

Document used by Personnel Transactions Unit to process transactions that effect the employee’s employment history and/or salary.  E.g., appointments, promotions, or demotions.
[bookmark: _Toc492787797]
Personnel Services Specialist (PSS)

The Personnel Services Specialist (PSS) processes transactions and documents that affect the employee’s employment history, e.g., appointment, promotions, transfers, leave benefit usage, salary increases, and payroll.  The Personnel Services Specialist processes enrollments for the various benefits packages, e.g., health, dental and vision plans.  The Attendance Clerk and the Personnel Services Specialist work closely together.

[bookmark: _Toc492787799]Q

[bookmark: _Toc492787800]Qualifying Pay Period

For full time and part time employees:  11 or more working days (including holidays) in a monthly pay period shall be considered a complete month of service for sick leave, vacation, salary increase and other State service purposes.  For intermittent employees, each 160 hours worked shall be considered a month of service, equivalent to a qualifying pay period.


[bookmark: _Toc492787801]R

[bookmark: _Toc492787802]Rank and File

Employees represented by exclusive representation on matters pertaining to wages and conditions of employment.

[bookmark: _Toc492787803]Retired Annuitant

Retired employees may be employed without reduction in retirement benefits for no more than 120 days or 906 hours per calendar year.

[bookmark: _Toc492787804]S

[bookmark: _Toc492787805]Separations

When an employee is no longer employed by the State of California.  There are two types of separations:  “Temporary Separations” and “Permanent Separations”.  Refer to Separations, Chapter 3 for definitions

[bookmark: _Toc492787806]“Shall”

A mandatory action.  See “may”.

[bookmark: _Toc492787807]Sick Leave

The type of leaves employees use when they are ill and unable to work.  Permanent employees accrue 8 hours each qualifying pay period.

[bookmark: _Toc492787808]State Service
	
Employment credit given for civil service and exempt appointments.  State service is used for seniority and vacation accrual rates.  Note:  the computation of state service differs from that used for retirement service credit.


[bookmark: _Toc492787809]T

[bookmark: _Toc492787810]Temporary Authorization Appointment (TAU)

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.

[bookmark: _Toc492787811]Temporary Separations

Leaves of absences, terminations for medical, layoff and displacement reasons and disability retirements.  Temporary separations must be documented.
[bookmark: _Toc492787812]
Time Base

The amount of time the employee will work in the position to which appointed; i.e., full time and intermittent.

[bookmark: _Toc492787813]Training and Development (T&D)

Assignments used to either broaden employees’ skills and abilities in their present occupation, prepare them for careers in different occupational fields or improve their advancement potential.  These assignments are not to exceed two years and may be in the same or different departments.

[bookmark: _Toc492787814]Transaction

Personnel/Payroll actions, which occur during the course of civil, service and exempt employment.

[bookmark: _Toc492787815]Transfer

At the discretion of the appointing power, the change of an employee:

· From one position to another position in the same class;
· To another position in a different class;
· From one location of State agency to another, whether in same class or in a different class.


[bookmark: _Toc492787816]V

[bookmark: _Toc492787817]Vacation

Leave benefit accrued each qualifying pay period by eligible employees.  Accrual rate is determined by State service credits.

[bookmark: _Toc492787818]W

[bookmark: _Toc492787819]Warrant

Authorization for payment from State of California treasury (regular pay, overtime).

[bookmark: _Toc492787820]Work Week Group (WWG)

Defines work week/overtime by classification.  Refer to the Department of General Services’ pay scales.
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