
 

 

 

HUMAN RESOURCES MEMORANDUM:  12:004 
Expiration Date:  Until Superseded 

 
 
Issue Date: March 30, 2012 
 
To: Managers and Supervisors, Personnel Liaisons and Attendance Clerks 
 
Subject: SEIU OPEN ENROLLMENT FOR ANNUAL LEAVE AND VACATION/ 

SICK LEAVE  
 

 
PLEASE ENSURE THAT THIS INFORMATION IS SHARED WITH YOUR EMPLOYEES  
 
Purpose Pursuant to SEIU Bargaining Unit agreements, employees may make an 

Annual Leave/Vacation enrollment change during the annual open 
enrollment period occurring in the month of April. 

 
Open 
enrollment 

The open enrollment period begins April 01, 2012 and runs through  
April 30, 2012 and will occur annually thereafter. 
 
During open enrollment, employees may elect to enroll into the Annual 
Leave Program or elect to opt out of the Annual Leave Program.  Enrollment 
in or out of the Annual Leave Program will occur annually.  Please see 
Attachment A for Annual Leave/Vacation program information. 

 
Eligible 
employees 

Employees in Bargaining Units 1, 3, 4, 11, 14, 15, 17, 20 or 21  

 
Employees 
eligible for 
continuous 
enrollment 

Employees who are excluded from collective bargaining, and represented 
employees covered by Bargaining Units 2, 5, 6, 7, 8, 9, 10, 12, 13, 16, 18, 
and 19, maintain a continuous enrollment eligibility period. Employees must 
remain in Annual Leave or Sick Leave/Vacation for at least 24 months from 
the last date of election. 

 
Enrollment 
form 

The Annual Leave/Vacation election form is attached (Attachment B).  
Employees must submit an election form to their Attendance Clerk or 
Personnel Specialist.  All enrollments must be received by the employee’s 
personnel office between April 1st and April 30th. 
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Effective 
date 

The effective date of the election shall be the first day of the June pay period. 

 
Questions If you have any questions, please contact your Personnel Specialist. 
 
 
 
 
/s/ 
BETH TOWNSEND, Personnel Officer 
Personnel Operations Section 
Office of Human Resources 
 
BT:jal 
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Attachment A 
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Attachment A (cont’d) 
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Attachment B 
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