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As a result of the current storm situation throughout California, ten counties (see page 3 for declared counties) have been declared a state of emergency by the Governor as of February 4, 1998.  The Department of Personnel Administration (DPA) Rule 599.785.5 Administrative Time Off (ATO) - During State of Emergency (see page 4 for DPA rule) delegates authority to departments to authorize up to five days of ATO during a Governor declared emergency as follows:





(a)	Employees may be granted a paid leave of absence of up to five days by their appointing power when the employee works or resides in a county where a state of emergency has been proclaimed by the Governor and the appointing power determines that at least one of the following conditions exists:





	(1)  The employee’s normal place of business is closed temporarily, during the employee’s normal work shift, due to the effects of the emergency.





	(2)	The emergency effectively precludes the employee’s ability to find reasonable routes of transportation from the employee’s normal residence to the work place.





	(3)	The emergency presents an immediate and grave peril to the employee’s own safety, that of an employee’s immediate family member, or the employee’s principle residence.





	(4)	The employee is actively involved in a formal, organized effort to protect the health and safety of the general public; such as, the employee is a member of the auxiliary fire or police department or the employee is asked by local authorities to assist with sandbagging efforts.





	(5)	The employee needs to take time off to apply for disaster assistance from the Federal Emergency Management Agency (FEMA) because the employee is unable to apply for assistance before or after the employee’s normal work shift.





An employee may be granted a paid leave of absence up to five days by the employee’s appointing power regardless of the location of the disaster when the employee is preregistered with, and providing volunteer service to, a State agency carrying out its responsibilities under the Governor’s Executive Order D-25-83.  The employees providing volunteer service are required to notify their appointing power of their affiliation with the volunteer services and to establish prior arrangements regarding the notification of the appointing power in the event the employee is asked to participate in the State disaster response.  The appointing power shall release the employee to provide volunteer service when an emergency occurs unless there is a critical department operating reason to prevent such a release.�





�
(c)	No paid leave of absence shall exceed five working days without the approval of the appointing power and the prior approval of the Department of Personnel Administration.  The Department of Personnel Administration shall grant approval of a paid leave of absence in excess of five working days based on its finding that one of the criteria above continues to be met.





(d)	State employees called into service as specified in Government Code 19844.5 are excluded from the above standards.  (See page 4.)





To the extent it is operationally feasible, appointing powers can grant and employee’s request to use leave time due to the current rains/floods in those areas that have not been declared a state of emergency.





ATO EXCEEDING FIVE DAYS





If an employee needs to be off for more than five working days, a written request must be submitted by the Office Chief or Client Agency Executive Officer to their assigned Personnel Analyst with the following information:





	1.  The employee’s name, social security number and position number.





	2.	The reason why additional time off is needed and the location of the employee’s residence or work site which prevents the employee from being able to report for work.





	3.	The length of the additional time to be granted.





ABSENCE REQUEST POSTING





The symbol “ATO” is to be used on the employee’s absence request.  Enter in Item 8, Reason for Absence “ATO in accordance with DPA REG 599.785.5 and the location of the employee’s residence or work site (which prevented the employee from being able to report to work)”.





UPDATES





You will be notified as we receive updates on counties which have been declared under a state of emergency.





 Questions regarding this memorandum should be directed to your assigned Personnel Analyst.














LYNN W. CATANIA, Manager


Personnel Operations Section





LWC:BJO





Attachment�
Counties Declared by the Governor as State of Emergency for 1998 February Floods:


As of February 4, 1998:





�



County�
Date Declared State


of Emergency�
�
�
Alameda�
2/4/98�
�
�
Contra Costa�
2/4/98�
�
�
Glenn�
2/4/98�
�
�
San Benito�
2/4/98�
�
�
San Mateo�
2/4/98�
�
�
Santa Clara�
2/4/98�
�
�
Santa Cruz�
2/4/98�
�
�
Sonoma�
2/4/98�
�
�
Tehama�
2/4/98�
�
�
Ventura�
2/4/98�
�









�



Government Code 19844.5





(a)  A state employee who is called into service by the Office of Emergency Services pursuant to a mission assignment number for the purpose of engaging in a search and rescue operation, disaster mission, or other life-saving mission conducted within the state is entitled to administrative time off from his or her appointing power.  The appointing power shall not be liable for payment of any disability or death benefits in the event the employee is injured or killed in the course of service to the Office of Emergency Services, but the employee shall remain entitled to any benefits currently provided by the office.





(b)  The period of the duty described in subdivision (a) shall not exceed 10 calendar days per fiscal year, including the time involved in going to and returning from the duty.  A single mission shall not exceed three days, unless and extension of time is granted by the office and the appointing power.





(c)  This section shall apply only to volunteers participating in the California Explorer Search and Rescue Team, Drowning Accident Rescue Team, Wilderness Organization of Finders, California Rescue Dog Association, and the California Wing of the Civil Air Patrol.





(d)  A state employee engaging in a duty as described in this section shall not receive overtime compensation for the hours of time off taken but shall receive normal compensation.





(e)  A state employee shall be released to engage in a duty described in this section at the discretion of the appointing power.  However, leave shall not be unreasonable denied.  The appointing power shall also establish a procedure whereby the state employees who receive weekend or evening requests to service may be released to do so.
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