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INDEFINITE

Attached is the Department of Personnel Administration's memorandum 99-070 regarding Annual Leave and Sick Leave/Vacation changes agreed to by all bargaining unit except Bargaining Unit 1.

The memo provides additional information about effective dates where employees elect to change to annual leave; answer general questions about the Annual Leave/Vacation Programs; and instruct departments to move employees in BU 1 who have annual leave to sick leave/vacation.

Questions regarding this memorandum should be directed to your assigned Personnel Services Specialist or Supervisor.

LYNN W. CATANIA, Manager

Personnel Operations Section

cc:
OHR Staff
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DATE: December 27, 1999

REFERENCE CODE: 99-070 

TO: 

Employee Relations

Personnel Officers 

FROM: 
Department of Personnel Administration 

Policy and Operations Division 

SUBJECT: 
Annual Leave and Sick Leave/Vacation Information: 

1. Bargaining Unit 1 Employees (Special Instructions)

2. 2. Bargaining Unit 7

3. 3. All Employees

CONTACT: 
Richard Leijonflycht, Personnel Program Analyst 

(916) 324-9350, CALNET 492-9350 FAX: (916) 324-0524 

OFFICE VISION: DPA(RichardLeijonflycht) 

INTERNET: RICHARDLEIJONFLYCHT@DPA.CA.GOV 

The purpose of this memo is to provide information regarding eligibility for annual leave for Bargaining Unit (BU) 7 employees; provide additional information about effective dates where employees elect to change to annual leave; answer general questions about the Annual Leave and Sick Leave/Vacation Programs; and instruct departments to move employees in BU 1 who have annual leave to sick leave/vacation.

General

As described in PML 99-050, dated October 14, 1999, excluded employees and represented employees in BUs 2, 9, 10, 12, 13, 14, 16, 17, 18, 19, and 20 have the option to choose either annual leave or sick leave/vacation. BU 7 employees also have the option to choose either annual leave or the sick leave/vacation. Details for these employees are described later in this memo. An accrual schedule for both annual leave and sick leave/vacation is attached. 

Eligible employees may make a voluntary election to change from sick leave/vacation to annual leave or from annual leave to sick leave/vacation. This election is no longer irrevocable but may only be made every 24 months. The annual accrual cap for annual leave or vacation is 640 hours for employees in the BUs noted above as well as excluded employees.

Unit 1 Employees 

Effective December 1, 1999, all Unit 1 employees who are in annual leave must convert to sick leave/vacation. There are a number of Unit 1 employees who are currently in annual leave. These are employees who formerly were in classes outside of the BU and were allowed to keep their annual leave upon appointment to a class in Unit 1. The current BU 1 agreement does not allow Unit 1 employees to be in annual leave. 

The vacation cap for BU 1 employees is 400 hours. Employees who have more than 400 hours of annual leave should be given ample time to reduce their hours to the 400 hour cap. 
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If you have an employee receiving enhanced Nonindustrial Disability Insurance (NDI) who will be affected by the requirement to change to sick leave/vacation from annual leave, please consult with the contact as shown in this memorandum prior to requiring the employee to change leave programs.

Units 2, 9, and 10

Employees may elect to change to annual leave as early as July 1, 1999 if they make this election before January 31, 2000. Elections after January 31, 2000 will be effective the first of the pay period in which the election is received by the appointing power. Employees may not change leave programs retroactively for periods where they received NDI benefits; nor may employees change while currently receiving NDI benefits.

Units 12, 13, 14, 16, 17, 18, 19, and 20 

Changes to either annual leave or sick leave/vacation will be effective the first of the pay period in which the election is received by the appointing power. Exception: Employees may not change leave programs retroactively where such a change would affect NDI benefits received or change while currently receiving NDI. 

All Employees - Frequently Asked Questions

Q #1: Can eligible new employees choose either sick leave/vacation or annual leave?

A: Yes, upon initial appointment. The employee may then switch to the other program after at least a 24-month waiting period. 

Q #2: Can an employee who is in annual leave and then moves to a BU that does not have annual leave stay in annual leave? 

A: No, the employee must change to sick leave/vacation because that BU does not have annual leave as a benefit. 

Q #3: Can an employee who is in annual leave and is in a BU that does not have annual leave stay in annual leave? 

A: An employee in BU 1 must switch to sick leave/vacation effective December 1, 1999 (please see Unit 1 Employees instructions); an employee in other BUs who have annual leave may switch, but does not have to at this time. 

Q #4: If a represented employee in either sick leave/vacation or annual leave elects to use the NDI benefit, must he/she exhaust all leave credits before receiving NDI?

A: No, represented employees as well as excluded employees do not have to exhaust sick leave, vacation, or annual leave credits before receiving NDI benefits. Our PML 99-050 of October 14, 1999 stated incorrectly that credits had to be exhausted prior to receiving benefits. 
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Q #5: Can an employee who is on leave, change from one leave program to the other?

A: If at least 24 months has elapsed from the date an employee made an election the employee may elect to change leave programs as long as the employee is not receiving NDI benefits upon the effective date of the change. 

Q #6: If an employee was required to be in annual leave because of appointment to a BU or class that required it and 24 months has not elapsed since, can they elect to change to sick leave/vacation now? 

A: Yes, eligible employees may voluntarily elect to change leave programs once every 24 months. Q 

#7: Can an employee have both a 640-hour balance of annual leave and another 640 hours of vacation? 

A: No, the annual accrual cap of 640 hours applies to the combined credits from both programs. 

Bob Painter

Policy Manager

Attachments
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ANNUAL LEAVE AND SICK LEAVE/VACATION

ACCRUAL RATES
Employees in Bargaining Units 2, 9, 10, 12, 13, 14, 16, 17, 18, 19, and 20:

ANNUAL LEAVE


SICK LEAVE/VACATION

Months of Service
Monthly

Accrual Rate
Months of Services
Monthly

Accrual Rate

1 - 36
11 hours
7 –36
7 hours

37 - 120
14 hours
37 – 120
10 hours

121 - 180
16 hours
121 – 180
12 hours

181 - 240
17 hours
181 – 288
13 hours

241+
18 hours
289+
14 hours

CAP = 640 hours
Plus 8 hours sick leave

Per pay period

CAP = 640 hours (Vacation hours)



Excluded Employees

ANNUAL LEAVE


SICK LEAVE/VACATION

Months of Service
Monthly

Accrual Rate
Months of Services
Monthly

Accrual Rate

1 - 120
15 hours
7 –36
7 hours

121 - 180
17 hours
37 – 120
11 hours

181 - 240
18 hours
121 – 180
13 hours

241 - 300
19 hours
181 – 240
14 hours

301+
20 hours
241 –300
15 hours

CAP = 640 hours
301+
16 hours


Plus 8 hours sick leave

Per pay period

CAP = 640 hours (Vacation hours)
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ANNUAL LEAVE - SICK LEAVE/VACATION ELECTION FORM

Employee Name ___________________________________    Unit#____________________

Social Security Number ______- ____ - _______

Department/Location __________________________________________________________

Phone Number (      ) _______- ___________
(Check One)  CBID  [  ]


                      Excluded [   ]


I elect to participate in the following leave program effective the first of the month following the date this election is received by my personnel office.

· Annual Leave

· Sick Leave/Vacation
In Annual Leave, I understand that the accrual rate and usage provisions differ in the Annual Leave and Sick Leave/Vacation Programs.  Further, if I am a current employee, I understand that when I change from one program to another, all provisions of the program I enter apply upon the effective date.  However, the annual leave, sick leave, or vacation balances that I have on the date I choose a new program will continue to be available to me to use.  If I have a sick leave balance upon retirement, I may convert it to service credit.  I understand that I may change from Annual Leave to Sick Leave/Vacation or visa versa no more often than every 24 months.

I make this election freely and voluntarily.

Signature ______________________________________________

Date ___________________


NOTE:  New Employees:  If this election form is not returned to the Personnel Office, it will be deemed an election for the sick leave/vacation program.

FOR PERSONNEL OFFICE USE ONLY

After processing election, place in employee's personnel file.



Date Election Received:


Received by:



