ANNUAL LEAVE – SICK LEAVE / VACATION ELECTION FORM
[bookmark: Text40]Employee Name:	     		Unit #	     	
Social Security Number Last 4 digits:	    	
Division:	     	
[bookmark: Check1]Phone Number:	     		(Check One) CBID:	|_|
	Confidential/Supervisory/Managerial/Excluded:	|_|

Bargaining Units # 1, 4 & 11

Employees may elect to enroll in the Annual Leave Program to receive annual leave credit in lieu of vacation and sick leave credits.  Enrollment into and out of the Annual Leave Program will occur annually during an open enrollment period for the month of April.  All enrollments must be received in the employee’s personnel office no later than April 30.  The effective date of the election shall be the first day of the June pay period.

Bargaining Units # 2, 9, 10 & 12

Employees may elect to enroll in the Annual Leave Program to receive annual leave credit in lieu of vacation and sick leave credits.  Employees enrolled in the Annual Leave Program may elect to enroll in the Vacation and Sick Leave Program at any time except that once an employee elects to enroll in either the Annual Leave Program or Vacation and Sick Leave Program, the employee may not elect to enroll in the other program until 24 months has elapsed from date of enrollment.

I elect to participate in the following leave program:

|_|	Annual Leave
|_|	Sick Leave/Vacation

I make this election freely and voluntarily.
Signature		
Date		

NOTE:  New Employees:  If this election form is not returned to the Human Resources Office, it will be deemed an election for Sick Leave/Vacation Program.

	FOR HUMAN RESOURCE OFFICE USE ONLY

	After processing employee’s selection, place in employee’s personnel file.

	Date Election Received:
	Received By:


State of California
California Environmental Protection Agency
Air Resources Board
ASD/HRB 272 (REV – 6/13)


	Leave Accrual Rates for Managers, Supervisors, Confidential,
Other Excluded Employees*, Board and Commission Members

	Length of Service
	Vacation*
	Annual Leave

	1 month to 3 years
	7 hours/month
	15 hours/month

	37 months to 10 years
	11 hours/month
	15 hours/month

	121 months to 15 years
	13 hours/month
	17 hours/month

	181 months to 20 years
	14 hours/month
	18 hours/month

	241 months to 25 years
	15 hours/month
	19 hours/month

	301 months and over
	16 hours/month
	20 hours/month

	*Excluded employees (managerial, supervisory, etc.) enrolled in the Annual Leave Program who subsequently transfer to Rank-and-File Positions will accrue Annual Leave credit at the rate shown on the charts below for Rank-and-File employees.  
*Employees enrolled in Vacation/Sick Leave Program accrue eight (8) hours of sick leave per month.

	

	Leave Accrual Rates for Rank-and-File Employees
Bargaining Units 2, 5*, 7, 9, 10, 12, 13, 14, 16, 17, 18, 19, 20, and 21

	Length of Service
	Vacation**
	Annual Leave

	1 month to 3 years
	7 hours/month
	11 hours/month

	37 months to 10 years
	10 hours/month
	14 hours/month

	121 months to 15 years
	12 hours/month
	16 hours/month

	181 months to 20 years
	13 hours/month
	17 hours/month

	241 months and over
	14 hours/month
	18 hours/month

	∗Bargaining Unit 5 employees earn an additional 104 hours of holiday credit in lieu of holidays,
per their collective bargaining agreement.  This holiday in lieu credit is added to the monthly vacation or Annual Leave accrual rate of Unit 5 employees.  Consult the Unit 5 contract for further details.
**Employees enrolled in Vacation/Sick Leave Program accrue eight (8) hours of sick leave per month.

	

	Leave Accrual Rates for Rank-and-File Employees in Bargaining Units 6 and 8

	Length of Service
	Vacation**
	Annual Leave

	1 month to 3 years
	8 hours/month
	12 hours/month

	37 months to 10 years
	11 hours/month
	15 hours/month

	121 months to 15 years
	13 hours/month
	17 hours/month

	181 months to 20 years
	14 hours/month
	18 hours/month

	241 months and over
	15 hours/month
	19 hours/month

	*For Bargaining Unit 8 employees, the accrual rates shown above are reduced by one (1) hour on the first day of the February pay period and by two (2) hours on the first day of the August pay period; this time is credited to the union’s leave bank.  Consult the Unit 8 contract for further details.
**Employees enrolled in Vacation/Sick Leave Program accrue eight (8) hours of sick leave per month.  



