April, 2002

Red Book Changes Effective January 28, 2002


HUMAN RESOURCES DIVISION

PROCEDURES FOR IMPLEMENTING THE RED BOOK CHANGES EFFECTIVE JANUARY 28, 2002

RED BOOK SECTION 2.03

CREDITING PRIOR COMPARABLE EXPERIENCE FOR THE PURPOSE OF 
DETERMINING VACATION STATUS

Red Book Section 2.03, as recently amended, includes the following provision:

Creditable service for the purpose of vacation status only may also include experience comparable to the duties of the job for which the employee is being hired.  To be recognized for this purpose, such comparable experience must be in excess of that which meets the minimum entrance requirements for the position, and shall include experience in all employment sectors, including work for all private and public employers.  Such experience must be full-time and will be credited on the basis of one year of experience for one year of creditable service.  All such requests are subject to the approval of the Personnel Administrator.

Vacation status represents the vacation rate accrual for an employee.  Vacation status progresses according to the following schedule:

Milestone



Accrual Rate

Date of hire  


1 day per month

After 4½ years


1.25 days per month

After 9½ years


1.67 days per month

After 19½ years

2.083 days per month

Please note that this benefit shall be granted at the discretion of the agency head, subject to the approval of the Personnel Administrator.  Accordingly, care should be taken to initiate requests early enough so that approvals can occur in advance of making job offers.  The following instructions are provided for carrying out this new benefit for managers and confidential employees.

Summary of Procedure

· Obtain a current resume from the individual being hired.  

· In reviewing the resume, pay particular attention to those portions of the individual's training, experience, licensure, and certification that meet the minimum entrance requirements for the classification and those which demonstrate comparable experience beyond the minimum entrance requirements described in Sections XII and XIII of the classification specification for the title.  Complete a Request for Enhanced Vacation Status for Comparable Service Form (attached).  The resume must describe applicable fields of study, degrees and/or credit hours received, the kinds of duties performed in previous work experience, and the exact dates of each period of employment listed.

· Determine, in years and full months, the amount of comparable experience beyond the minimum entrance requirements for the position into which the individual is being hired by following the steps below.  Only full-time experience is creditable.  Do not include part-time or intermittent experience.  

Step 1:  Compare the person’s resume against the minimum entrance requirements in the class specification for the subject position and determine the overall amount of relevant experience beyond the minimum entrance requirement.  State the amount of this experience in years and months.

Step 2:  Based on the amount of applicable experience identified in Step 1, determine the appropriate level of vacation status.  If, for example, the result from Step 1 is equal to or greater than the amount of service needed to reach the milestone of 4½ years, but less than the amount needed to reach the milestone of 9 ½ years, then the recommended vacation status level should be that which corresponds to the milestone of 4½ years: 15 days per year (1.25 days per month).

Example:  Arthur Johnson is being hired into an Administrator V position.  The minimum entrance requirement for the title of Administrator V requires at least (a) five years of professional, administrative supervisory or managerial experience in business administration, business management, or public administration, and (b) of which at least four years must have been in a supervisory or managerial capacity.  Mr. Johnson has ten years and four months experience as a supervising manager.

Step 1:  Mr. Johnson’s 10 years and 4 months of management experience exceeds the required minimum of 5 years by 5 years and 4 months.  

Step 2:  Because the 5 years and 4 months from Step 1 is greater than the milestone of 4½ years, but less than the next milestone of 9½ years, his initial vacation status should be based on the former.  His vacation status should thus be set at 15 days per year (1.25 days per month).  

· Next, determine the date and level of the next vacation status milestone.  If, for example, the employee receives, upon the date of hire, the benefit of enhanced vacation status to the 4½ year milestone of 15 days per year (1.25 days per month), the date of the next vacation status milestone of 9½ years (1.67 days per month) will be 5 years from the date of hire.  The date of the final vacation milestone of 19½ years (2.83 days per month) will be 15 years from the date of hire.  Any excess amount of comparable experience from Step 1 beyond the chosen milestone will not be applied toward meeting the next milestone.  In the above example, even though the amount of comparable experience beyond the minimum entrance requirements, i.e., 5 years and 4 months, exceeds the milestone of 4½ years by 10 months, this excess factor of 10 months may not be applied toward the next vacation status milestone.  The employee must work a full 5 years to reach the next milestone of 9½ years.

· Submit the completed Request for Enhanced Vacation Status for Comparable Service Form to HRD, making sure to secure the required signatures and to attach the candidate’s resume.

· If approval of the request for enhanced vacation status has been received from the Personnel Administrator, enter the appropriate Benefit Plan in the employee’s job record in HR/CMS when making the appointment.  Please note that progression to the next vacation status milestone must be tracked and entered manually.  The HR/CMS path is as follows:

Compensate Employees-Administer Base Benefits-Use-Leave Plans

Refer to the HR/CMS Job Aid, Assign Leave Plan, on the Knowledge Center.

Select the appropriate Benefit Plan from among the following:



# of Hours Worked
Vacation Status Level (days/year)
Benefit Plan



             37.5


           15


   EVAC 02



             37.5


           20


   EVAC 03



             37.5


           25


   EVAC 04



             40



           15


   EVAC 06



             40



           20


   EVAC 07



             40



           25


   EVAC 08

· Retain the Request for Enhanced Vacation Status Form and the resume in your files.  Be sure to provide the employee with a copy of the approved form and place a copy in the employee’s personnel file.  The form includes a reference to the date of the employee’s next vacation status progression.  

RED BOOK SECTION 2.08

Carry Over of Vacation Accrual

The following language has been added to Section 2.08:

In extraordinary circumstances, an agency head may request the Personnel Administrator to permit an employee to carry over more than two years of vacation credits.  The approval of such a request shall be at the discretion of the Personnel Administrator.

Summary of Procedure

· Send to the Personnel Administrator a letter signed by the agency head or his/her designee requesting the restoration of vacation credits that the employee stands to forfeit at the end of the calendar year.  The letter should include the number of hours to be restored and the reason(s) why the employee was unable to use the vacation credits in question.  This rationale should reflect the extraordinary circumstances that were beyond the employee’s control.

· Requests should be submitted well in advance (three weeks or more) of the end of the calendar year.  This will provide the necessary approval and processing time to correctly report the employee’s vacation balance in the pay advice for the first pay period of the new calendar year.

RED BOOK SECTION 2.14

Advance of No More than Five Vacation Days

New Red Book Section 2.14 provides the following:

Subject to the approval of the Personnel Administrator, newly hired employees who have completed one month of state service have the option to request an advance of no more than five vacation days.  Employees who opt to receive an advance of vacation leave shall not accrue additional vacation credits until sufficient time has passed to offset the amount of vacation credits that were advanced.  Employees may exercise the option to advance vacation credits only once during the first twelve months of employment.  In the event that an employee who exercises this option separates from the employment of the Commonwealth with a deficit of vacation credits, said employee’s final pay remittance will be reduced by an amount corresponding to the negative balance of vacation credits.

Summary of Procedure:

· Subject to the approval of the Agency Head and the Personnel Administrator, newly hired managers and confidential employees may request an advance of no more than 5 days of vacation credits during the first 12 months of employment

· A Request for Advance of Vacation Credits Form must be signed by the Agency Head and submitted to HRD.

· Once the advance has been approved, the agency will enter the number of approved hours of vacation advance using the following processing path in HR/CMS:

Self Service–Manager-Tasks-Weekly Elapsed Time

Refer to the HR/CMS Job Aid, Report Time, on the Knowledge Center.  Add a new line and enter the approved number of hours on any day of the week, using the Time Reporting Code (TRC) of VAC+(# of hours), up to a maximum of 1 week (37.50/40.00 hours).  
· The agency will manually track the payback of the advance, by removing monthly credits as soon as they are accrued, using the Time Reporting Code (TRC) of VAC- 7.50/8.00, until the total number of hours advanced has been recovered. 

· Employees who terminate before the advanced vacation hours can be recovered, will need to have their final pay remittance reduced by an amount equal to the number of vacation hours owed.  Use the following path in HR/CMS to process this reduction in pay:

Compensate Employees-Maintain Payroll Data-Use-Additional Pay

Using the Earnings Code of ADS, enter the negative earnings amount equal to the number of vacation hours that are owed.

Example:  Marie Emerson was hired on December 31, 2001 with a work schedule of 37.50 hours per week.  On February 1, 2002 she received 7.50 hours of earned vacation accrual.  She received an approved advance of 37.50 hours of vacation (VAC+ of 37.50 hours) on February 19, 2002.  On February 22nd and 25th of 2002, Ms. Emerson used 15 hours of vacation time.  This included the 7.50 hours of vacation that she accrued on February 1, 2002 and 7.50 hours of the 37.50 hours that she was advanced on February 19, 2002.  Because of the advance of 37.50 hours (5 days) Ms. Emerson was informed that it would take 5 months to “repay” the advance by removing, for the next 5 months, the monthly vacation credits that she would normally be accumulating.  She was also told that on August 1, 2002, after having offset the advance with her accruals from March through July, she would begin to accrue vacation credits in the normal monthly fashion.  However, on February 28, 2002, Ms. Emerson terminated, with an unused advanced balance of 30.00 hours and owing 7.50 hours for the vacation day that she took on February 25, 2002.  (The 7.50 hours of vacation time that she took on February 22nd  was offset by the 7.50 hours that she accrued on February1st.)  To address this situation, the department must now enter a VAC- of 30 hours of vacation time to remove the vacation credits that were advanced, but not used, and recoup 7.50 hours of pay by using a negative amount in additional pay using the Earnings Code of ADS.

The following chronology outlines the processing steps related to this example:


Date


Action


12/31/01

Date of hire


2/1/02


Received 7.50 monthly vacation hours


2/19/02

Received 37.50 hours of advanced vacation hours


2/22 & 2/25/02
Used 15.00 hours of vacation

2/28/02

Employee terminates

3/1/02
Department enters VAC- 30.00 hours (removing the unused advanced hours).  Since the employee accrued only one vacation day, she must pay back one day (used on February 25, 2002).  The agency recoups 7.50 hours of pay from the final paycheck in the Additional Pay panel by using the ADS Earnings Code and entering the negative dollar amount corresponding to 7.50 hours.

RED BOOK SECTION 6.05

Military Leave

Section 6.05 reads as follows:

Upon returning to their state positions, employees who have been called to active military service by the United States of America shall be entitled to sick leave, vacation leave and personal leave that they would have accrued had they been on the payroll during their absence for military leave.

Summary of Procedure:

Credit those returning from military service with the vacation, sick leave and personal leave that they would have received had they not left for active duty.  To do so, use the following path in HR/CMS:

Self Service–Manager-Tasks-Weekly Elapsed Time

Refer to the HR/CMS Job Aid, Report Time, on the Knowledge Center.  Use the Time Reporting Codes VAC+, SIC+ and PER+ as needed.

Example:  Gus Belmont, who is a member of the National Guard, is called into active service on February 11, 2002.  His vacation and sick leave accrual rate is 1.25 days per month and he works 37.50 hours per week.  He will be released from active military duty on April 13, 2002, and will resume his position with the Commonwealth on April 16, 2002.  Because he was off the payroll on March 1 and April 1, he did not receive vacation or sick leave credits for these months.  Upon his return to work from active military duty, he is entitled to receive the vacation and sick leave credits that he would have received on March 1 and April 1, had he not been on military leave.  Using the above listed path, you should make a VAC+ entry of 18.75 hours (2.5 days) and a SIC+ entry of 18.75 hours (2.5 days).
RED BOOK SECTION 8.06

Other Leaves of Absence With Pay

The following has been added to the list of other leaves of absence with pay:

· The Personnel Administrator may approve emergency paid leave for an employee, as a result of a state or national emergency.  An employee on a prior approved leave of absence or scheduled vacation, sick, personal or compensatory leave during the emergency closing shall not have his/her leave changed to emergency leave.
Summary of Procedure:

If an employee is absent from work, as a result of a state or national emergency, the agency must submit a letter to the Personnel Administrator requesting permission to grant a leave of absence with pay due to the emergency.  The letter should specify the circumstances (e.g., the suspension of air travel) relating to the dates of absence.  When this type of leave is authorized, use the following path to record the leave:

Self Service-Manager-Tasks-Weekly Elapsed Time

Refer to the HR/CMS Job Aid, Report Time, on the Knowledge Center.  Use the Time Reporting Code of ESL, 7.50/8.00 hours per day.

RED BOOK SECTION 10.04

Compensatory Time

Section 10.04 has been rewritten as follows:

Compensatory time in lieu of overtime will not be allowed for managers.  An Appointing Authority shall grant confidential employees compensatory time, in lieu of payment for overtime, in a manner consistent with the pertinent provisions of the collective bargaining agreements that would otherwise cover the employees’ job titles.

Summary of Procedure:

In granting compensatory time to confidential employees, use the following path:

Self Service-Manager-Tasks-Weekly Elapsed Time

Refer to the HR/CMS Job Aid, Report Time, on the Knowledge Center.  Use the Time Reporting Code of COM, 7.50/8.00 hours per day.

RED BOOK SECTION 11.06

Holiday Pay for Part-Time Employees

Section 11.06 now reads as follows:

A part-time employee shall earn pay for a holiday or compensatory time in the same proportion that his/her part-time service bears to full-time.  A part-time employee who is scheduled, but not required to work on a holiday, who receives less holiday credit than the number of hours he/she is required to work, may use other available leave time, or upon the request of the employee and approval by the Appointing Authority, subject to operational needs, may make up the difference in hours that same workweek.  The scheduling of these hours will be at a time requested by the employee and approved by the Appointing Authority, subject to operational needs.

Summary of Procedure:

Refer to the HR/CMS Job Aid, Report Holiday Hours on the Knowledge Center.  Also refer to the Doc/View Direct report HMTLR011 (MTLR011R), Part-Time Holiday Report. 

HUMAN RESOURCES DIVISION

Request for Enhanced Vacation Status 

Based on Prior Comparable Service Pursuant to Red Book Rule 2.03

Please attach the candidate’s resume.

Agency Name: __________________________________________  Date Prepared: _______________________
Name of Candidate: _____________________________________  Date of Hire: __________________________

Position Information

Official Title: ________________________________ Account Code: _________________ Pos. No.: _________
Minimum Entrance Requirements

Required (A) Experience: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Required (B) Experience (if applicable): __________________________________________________________________________________________________________________________________________________________________________________________

Substitutions: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Nature and Amount of Candidate’s Comparable Experience:
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________

Amount of Comparable Experience in Excess of Minimum Entrance Requirements:

# of Years: ________ # of Months: _________  Level of Vacation Status Requested: _________________

Date of Next Vacation Status Milestone: _______________ Next Level of Vacation Status: ______________
Approved: 

Agency Head:
______________________________________________
Date: _____________________

Personnel Administrator:  _____________________________________
Date: _____________________

HUMAN RESOURCES DIVISION

Request for Advance of Vacation Credits

Pursuant to Red Book Rule 2.14

Agency Name: _______________________________________  Date Prepared: _________________


Employee Name: _________________________________________ Employee ID: _______________

Official Title: ____________________________  Account Code: ____________  Pos. No.: _________
Date of Hire: ___________________
Vacation Status: __________________(# of days/month)

Number of Advanced Vacation Hours Requested: ___________

Date Vacation Advance Will Be Offset and Normal Vacation Accruals Will Resume: ____________

Acknowledgement of Terms and Conditions of Vacation Advancement:

I understand that my normal monthly vacation accruals will be used to offset any vacation credits that are advanced to me until such time as the number of advanced vacation hours are completely offset.  In the event that I separate from the employment of the Commonwealth with a deficit of vacation credits, my final pay remittance will be reduced by an amount corresponding to the negative balance of vacation credits.

Signature:__________________________________________________ Date: ____________________
Approved:   

Agency Head:
______________________________________________
Date: ____________________

Personnel Administrator:  _____________________________________
Date: ____________________
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2

