HR

June 19, 2009


RECENT PERSONNEL POLICY CHANGE

Policy 3001, “Annual Leave”
EFFECTIVE DATE:  July 1, 2009

CHANGES MADE:  

· In paragraph 7, a statement was added that annual leave and comp time can’t be used after an employee’s last day of work, when the employee is separating from the department, with the exceptions of when the employee is either retiring or has an injury/illness and is using his/her paid leave prior to separation.

· In paragraph 8, statements were removed about paid leave being creditable service, because this type of statement is not needed or at least not needed exclusively to this policy.  Anytime someone is working or is on paid leave, that time counts as creditable service.

· In paragraph 9, language was added to clarify that when employees are going on military leave without pay, they have the option to use any/all of their annual leave or comp time and will earn more annual leave and sick leave while doing so, prior to going to military leave without pay status.

· In paragraph 11, language was added to clarify that when employees are preparing to go on an educational leave without pay or special leave without pay, they can use any/all of their annual leave or comp time before going to leave without pay status - and will earn annual leave and sick leave while using this paid leave.

· In paragraphs 12 and 13, reference to comp time was added because employees have the option to use comp time the same as they do to use annual leave.  Comp time had not been mentioned before.

· In paragraph 14, the statement was removed about paid leave being creditable service.  An additional statement was removed that said employees will not accrue annual leave or sick leave while using annual leave and/or comp time because the SAM II System will automatically give them annual leave and sick leave credits when work or paid leave coded in the system.

WHY CHANGES WERE MADE:  To be consistent with the change in Policy 2500, “Standard Rules of Conduct,” to allow employees who are preparing to go to an unpaid status to use their annual leave or comp time prior to being put in an unpaid status.  This applies to most cases except when someone is being suspended for a day or more due to a disciplinary action not related to felony charges, such as someone being suspended due to testing positive on an alcohol test.  In this case, the employee will be penalized 40 hours of pay and cannot use annual leave and/or comp time to try to prevent the loss of income for that week.

FREQUENTLY ASKED QUESTIONS:
· Why can’t employees run out their annual leave and comp time prior to quitting -  they have earned this time, haven’t they?  By allowing employees who are quitting to run out their accrued annual leave and comp time, it would allow them to earn even more annual leave, which would then have to be paid.  The department owes them for the time they had accrued up to the last day they worked, but does not owe them the opportunity to continue to earn paid leave after they are no longer doing any work for the department.  
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