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This replaces previous Handbook Directive Number 03-01 which expired on June 30, 2006.

Vacation/Annual Leave use POLICY
The following provides instructions for managers and/or supervisors who are responsible for reviewing and scheduling Bargaining Unit 8 employees’ vacation/annual leave.  To the extent that local policies conflict with this directive and the Unit 8 MOU, this directive and the Unit 8 MOU are controlling.
It is the intent of the State to allow employees to utilize credited vacation or annual leave each year for relaxation and recreation.  It is the employee's responsibility to plan vacations well in advance to minimize conflicts with the operational needs of the Department.  It is the manager’s responsibility to ensure adequate coverage is maintained to meet business and operational needs and to adequately notice employees of specific training or mandatory dates for which vacation will not be granted.  It is the Department's responsibility to provide reasonable opportunity for all employees to take an annual vacation commensurate with their accrual rate and in accordance with the applicable sections of the MOU.
VACATION/ANNUAL LEAVE REQUEST

Employees in Bargaining Unit 8 may request vacation/annual leave in any amount up to the maximum amount of leave credits that he/she will accrue in the following calendar year. It is the employee’s responsibility to ensure that he/she will have available the leave credits for use during the bid period(s). Employees should be certain that they will in fact accrue adequate leave credits to cover the time requested, as employees who request and are granted leave exceeding that which the employee will accrue and/or has available may be required to take the time off and be docked for the absence.   

Employees shall complete the attached Vacation/Annual Leave Request form and submit it to his/her supervisor by the appropriate deadline for the type of request.  Employees shall identify all of the dates requested regardless of the employee’s current or anticipated work schedule.
October 31 deadline – Annual Schedule

Vacation/annual leave requests for dates during the next calendar year, which are received before October 31 of each year, shall be considered for the annual vacation/annual leave schedule.  If the employee’s supervisor is not responsible for coordinating the vacation/annual leave schedule, the supervisor shall forward the form(s) to the appropriate person.  

After October 31 deadline - First Come, First Serve Basis

Vacation/annual leave requests for dates during the current year or time during the next calendar year which are received after October 31 deadline, shall be considered and acted on, on a first come, first serve basis.

APPROVAL OF VACATION/ANNUAL LEAVE REQUESTS

Consistent with the business and operational needs of the department, vacation/annual leave requests for Bargaining Unit 8 employees shall be approved in accordance with the MOU. The Unit Manager is responsible for establishing an annual vacation/annual leave schedule by January 1 based upon written requests from employees within the Unit.  The Unit Manager may delegate this responsibility to any level of the organization. Consistent with this policy and the MOU, departmental seniority will prevail in the case of scheduling conflicts.

For any request or portion of a request that is denied, the employee may submit another request, which will be considered and acted on, on a first come, first serve basis.

OPERATIONAL NEEDS

Post Coverage
Section 10.2.4.1 of the MOU states “A balance of experienced personnel will be maintained at all times and no reduction in post coverage will occur as a result of the vacation/annual leave schedule.” In order to comply with this MOU section, Units may authorize a reasonable amount of employees in any one classification to be off on leave at any one time. 
Restricted Dates 
Section 10.2.4.2 of the MOU states “No reduction in the work force required for planned projects will occur.”  In conjunction with this MOU section individual Units shall post annual restricted dates for the following year by October 1 so that employees can adjust their vacation requests accordingly.  In addition to planned projects, dates may be restricted for “all hands meetings”, required seasonal employee hiring and mandated training.  
PRE-APPROVED LEAVE REQUESTS UPON PROMOTION/TRANSFER

Employees in Bargaining Unit 8 who voluntarily promote/transfer from one administrative unit to another administrative unit shall not necessarily be entitled to any previously approved vacation/annual leave as a matter of right.   Administrative units should include this information on vacancy announcements and/or during the interview process.

The receiving administrative unit must consider the previously approved vacation/annual leave time.  The receiving administrative unit must consider factors such as whether the employee has made a non-refundable monetary commitment for part or all of the vacation/annual leave time, and whether part of the vacation/annual leave time may be granted and the balance denied.  The receiving administrative unit 

should also give the new employee the option of trading previously approved vacation/annual leave time with another employee who was already in the administrative unit (such trades must be specifically approved and granted in advance by the administrative unit).

Based on all of the circumstances, including those above and operational needs, the receiving administrative unit should consider granting the employee’s previously approved vacation/annual leave time where and to the extent possible. 
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