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INTERPRETIVE MANUAL OVERVIEW

First promulgated in 1986, the County’s Interpretive Manual is a valuable tool that has provided
generations of departmental payroll and human resources staff with clear and consistent interpretations,
explanations, and examples of County pay and benefit practices. The interpretations captured in this
Manual are the result of an analysis of the County’s various governing authorities, including the County
Code (most notably Title 6, Salaries), (Memorandum of Understandings (MOUs), federal and State codes,
and Countywide Policies, Procedures, and Guidelines (PPGs). Thus, this Manual enables readers to refer
to one central source for information about common pay and benefits matters.

However, laws and policies frequently change; therefore, to ensure that employees are properly
compensated, it is imperative that staff verify source material in this Manual, as the County Code (or
other applicable codes) and MOUs remain the legal authorities for any pay and benefits. As such,
departments should not rely solely on this Manual when taking actions related to leaves and pay
practices, should review all applicable legal authorities, and consult with the appropriate subject matter
expert(s) as needed.

2024 EDITION

The Interpretive Manual was revised in 2024 to reflect the following changes from prior versions:
=  Revised 2018-2021 and 2022-25 MOU language.
= QOrdinance changes.

= Revisions/clarification on various provisions, including Temp to Perm, MAPP and transfers to “L”
sub-items at Superior Court.

= Added Nurse Manager Pay Plan to Chapter lIl.
=  Updated bonus provisions.

= Added Longevity and Command Pay Set-Up to Chapter V, Special Pay Practices (Bonuses).

= Detailed bonus provisions (Bonus Descriptions in Numeric Order and Bonuses in Alphabetical
Order by Description) were moved from Chapter V, Special Pay Practice (Bonuses), in the
previous Manual, to the new Bonus Appendices section.

= In addition, the Auditor-Controller’s (A/C) Countywide Payroll Division developed a new chart
listing Bonuses by Pensionable Earnings, which is included as Appendix C.

= A/C Countywide Payroll will continue to update the Bonus Appendices on an ongoing basis.

This Manual is now interactive and allows for easy access to topics of interest by clicking on the subject
in the Table of Contents. Policies, procedures, and legal authorities can now be quickly accessed by

clicking on links that appear under many of the subjects.
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INTERPRETIVE MANUAL OVERVIEW

USING WITH E-HR

The Enterprise Human Resources System (e-HR) serves as the official human resource management

system for the Los Angeles County workforce, integrating payroll, timekeeping, personnel administration

and other functions. As such, this manual frequently refers to the e-HR Countywide Desk Procedures for

more detailed information on how to take specific actions within the e-HR system. To view the

Countywide HR Desk Procedures, click on Human Resources, then HR Resource Center in the following

link: http://ecapswebp.hosted.lac.com/EnterpriseProject/. To access desk procedures about maintaining

bonus entries in e-HR, click on the following link: http://ecapswebp.hosted.lac.com/EnterpriseProject/

index.php/resource-human-resources/#desk-procedures.

E-HR ACRONYMS USED THROUGHOUT THIS INTERPRETIVE MANUAL:

ESMT (Employee Status Maintenance) — A document found in the Employee Profile Management

(EPM) activity folder that is used to add or modify employee personnel data. The EPM folder
contains the most current personnel information about the employee.

LEAVM (Leave Management) activity folder — Displays an employee’s Leave Balances and
contains leave accrual and usage history.

LPOL (Leave Policy) — Controls the accrual and usage eligibility of leave benefit hours for
classifications based on Title (TITL) and Sub Titles (STTL).

LPRL (Leave Progression Rule) — Assigns a Leave Progression code to eligible Leave benefits
based on Eligibility months. The Leave Progression code is used to retrieve the accrual rate on
Leave Policy Rate Table.

LPRT (Leave Policy Rate Table) — Reflects accrual rates and maximum accrual hours and minutes
based on Leave Policy determined by classification TITL and STTL.

LPSD — (Leave Progression Start Date) — the date used to determine Eligibility months for leave
benefit accrual purposes.

STTL (Sub Title Table) - Provides policy information, classification (item) attributes and pension
system parameters.

TIMEI — Employee Timecard, accessed through the Time and Leave Management (ATLM) Activity
Folder.

TADJ — Timesheet Adjustment, accessed through the ATLM Activity Folder.
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The chapter is divided into the following two sections:

SECTION I. MAJOR LEAVE TYPES

This section covers the eligibility requirements for and policies governing the following leaves, and
describes how they are earned, used, and paid off.

= Sick Leave, including full-pay and part-pay Sick Leave, Pre-71 Sick Leave, Pre-86 Sick Leave, and
special sick leaves such as those for former MTA employees and lifeguards

= Vacation, including special vacation provisions for Student X-ray Technicians and Lifeguards,
Vacation in Lieu of Pay, Appraiser and Interns/Residents Leave, and special leave and vacation
provisions, applicable to Superior Court employees

= MegaFlex Leave, including Non-Elective and Elective

= Holidays

= Jury Duty

= Witness Leave

= Bereavement Leave

= Leave for civil service exams

=  Military Leaves

= Ordered Absences and restoration of salary and paid leaves

= Special paid leave for temporary employees

= Leaves for continuing education and training

= Unpaid leaves of absences, including Family Leave and Pregnancy Leave
= Leave for injuries or ilinesses in the course of employment — “I1A”
= Disaster Emergency Leave

=  Short and Long Term Disability Leaves (STD, LTD)

= Time Off to Vote

= Superstar Day Off

Note: Although time earned in lieu of pay for overtime worked, Compensatory Time Off (CTO), is used
as a leave, it is not covered in this chapter. Instead, please refer to Chapter VL. I. | of this manual.
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SECTION II. LEAVE DONATION

This section describes the requirements of and policies governing the Leave Donation Program.

LEAVE ACCRUAL AND LEAVE PAYOUT IN E-HR

The following information is provided to assist human resources personnel as they read through this
Chapter in understanding leave information contained in the e-HR system:

Leave Accrual

Employees automatically accrue a specific number of Leave Benefit hours every pay period based on
Leave Policy and Eligibility months. Leave Policy is based on their classification, Title, and Sub Title. In
e-HR, the number of accrual hours is identified as the Standard Accrual Rate, which is found on the
Leave Rate Table (LPRT) page. The number of hours and minutes that an employee accrues each pay
period is determined by the Calculated Service Months using the employee’s LPSD. The Time and Leave
Management (ATLM) activity folder allows access to Time and Leave information for a selected
employee. The ATLM tabs provide access to the employee’s timesheet/adjustment history as well as
allowing for the creation of timesheets (TIMEI) and adjustments (TADJ). The activity folder also provides
access to the employee’s leave balances and allows for the creation of leave accrual (LEAV) documents.
The Standard Accrual Rate is guaranteed when the employee works the Scheduled Required Hours as
reported on the employee’s timesheet (TIMEI). When less than the Scheduled Required Hours are
reported then the Leave Benefit Hours are prorated.

Note: If an employee changes their leave policy in the middle of a pay period, then the employee’s
Leave Benefit accruals are based on the leave policy that is active at the end of that pay period. (Refer to
e-HR Desk Procedure DP-LV-281-D for details on how to prorate the LPRT Standard Accrual Rate when
hours worked in a given pay period are less than Scheduled Required Hours.)

Leave Balances can be viewed in e-HR by logging in and navigating to LEAVM, the Leave Management
activity folder. The Employee Leave Balance tab in LEAVM shows the Balance and Balance Type for each
leave category. A Balance Type of Year to Date are hours that are only eligible for that calendar year. A
Balance Type of Inception to Date is a balance that carries over to the following year. LEAVM also
contains Employees Leave Accruals, Usages, and Adjustments history.

Calculating Maximum Leave Accruals
To determine Years of Eligibility, take the difference between the employee’s LPSD and the current date
and then round down to the nearest full year. Payroll clerks with appropriate security clearance can view

both the LPSD and the calculated eligibility years, months, and days on the Employment Verification
(QVER) page in e-HR.
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Leave Payout Upon Termination from County Service

An employee’s termination is processed via PACTW, the Personnel Action Wizard in e-HR Termination
rules are set up in e-HR and govern whether a leave balance is eligible for payout, the payout rate, and
the maximum number of hours to be paid out. The termination rules are established by Leave Policy and
the type of termination, e.g., retirement, layoff, discharge, etc. The wizard allows for both current and
retro terminations to be processed. A retro termination (after the pay period of the termination has
already passed) causes retro processing to be invoked. Most benefits are automatically paid out based
on Leave Policy. Refer to e-HR Desk Procedure DP-LV-065-D, Leave Payout at Termination — Termination
Wizard.

REPORTS

The reporting portal in e-HR allows access to two types of Cognos reports:
= On Demand - reports run as needed by the user.

= Scheduled — reports generated by the system per a pre-defined schedule. A number of Leave
Reports are available through e-HR, including Sick Buyback Eligibility, Leave Balance Excess, etc.

Page 5 of 471


http://ecapswebp.hosted.lac.com/EnterpriseProject/wp-content/documents/leave_management/Leave%20Payout%20at%20Termination.pdf
http://ecapswebp.hosted.lac.com/EnterpriseProject/wp-content/documents/leave_management/Leave%20Payout%20at%20Termination.pdf

CHAPTER | — LEAVE OF ABSENCE

SECTION I. MAJOR LEAVE TYPES

A. SICK LEAVE
(Refer to County Code 6.20)

1. FULL PAY SICK LEAVE
Kinds Of Full Pay Sick Leave

There are three major kinds of full pay Sick Leave established with unique Leave Category codes as
follows:

1. Sick —100%, (Leave Category Code LVO11): the kind of Sick Leave most hon-MegaFlex employees
earn each pay period

2. Sick Pre-71 (Leave Category LV113): Sick Leave that was earned by employees before January,
1971;

3. Pre-86 Special Sick —100% (Leave Category LVOQ9): a special Sick Leave that was granted to
certain employees on January 1, 1994.

All of these are used in the same fashion to cover 100% of pay for any absences due to illness or for
personal reasons (“Sick Personal”) (see Section I. A. 5 below), and they differ only with respect to how
they are paid off at termination.

This Section covers the eligibility for full pay Sick Leave, and Section I. A. 2 covers the accrual and usage
of Sick —100%. For information about Pre-71 Sick Leave, see Section |. A. 10 below, and for Pre-86 Sick
Leave, see Section |. A. 11 below.

Note that there are some other unique kinds or parameters of full pay Sick Leave for a small number of
employees in certain classes, including attorneys from MTA, lifeguards, and certain law enforcement
classes. These are described below in Section |. A. 6, Special Sick Leave Provisions.

Eligibility for Full Pay Sick Leave

Primary Job Basis

The accrual and usage of full pay Sick Leave is based on an employee’s primary job.

Eligible Non-MegaFlex Employees

These employees are eligible to accrue and use full pay Sick Leave if their primary job is:

=  Full-time, Permanent (A and N Sub Titles)
=  Monthly Recurrent (B Sub Title)
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=  Daily Temporary (C Sub Title)

= Daily Recurrent (E Sub Title)

=  Monthly Temporary (M and O Sub Titles)

= Permanent part-time, as long as the part time is at %4 time or more (D, U, V, W, X, Y, and Z Sub
Titles)

In addition, effective July 1, 2015, the following employees are eligible to accrue and use full pay Sick
Leave only as Sick Personal leave:

= Hourly employees (F and H Sub Titles)
= Per visit or per session (G or J Sub Titles)

= Less than % time permanent employees (P, Q, R, S and T Sub Titles)

Please refer to Section |. K, Sick Leave for Certain Temporary and Recurrent Employees, for further

information. These employees do not accrue at the same rates as other employees and Section |. A does
not apply to them.

Note that Sub Titles govern both accrual and usage. Thus, if an employee earns leave on a job with one
Sub Title and then changes to a job with a different Sub Title, new rules may apply to any existing leave
balances.

Ineligible Employees

Those employees not eligible to accrue or use full pay Sick Leave have the following kinds of primary
jobs:

=  County Officers (Department Heads, Elected Officials, Judges and Commissioners on “L” Sub
Titles, and department heads on any other Sub Titles)

=  Employees hired on a without-compensation basis

= Rehired Retirees

= Reserve Deputy Sheriffs

=  MegaFlex employees

Note: There is one exception to the usage of full pay Sick Leave; while MegaFlex employees do not
accrue Sick Leave (Full-pay or Part-pay), if they are sick, they can use 100% Sick Leave that was previously
earned and which remained unused before they entered MegaFlex; and, if they are sick, MegaFlex
employees must use this accrued Sick Leave before they can use any Elective Leave. Special Event Code
004, MegaFlex Sick (004), would be used rather than Event Type 011. For additional information about
MegaFlex leave usage, see the sub-section |. C, MegaFlex - Annual Leave, of this chapter

Note also that a MegaFlex employee with a serious illness may qualify to use the Short Term Disability
plan provided by the MegaFlex cafeteria plan. For additional information about Short Term Disability, see
Section |. P, Short Term and Long Term Leaves, of this chapter.
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2. CURRENT ACCRUAL OF SICK —100% LEAVE (FULL PAY SICK LEAVE)
(Refer to County Code 6.20.020)

Introduction

Full-pay Sick Leave, for non-MegaFlex employees who are entitled to earn this leave, is earned and
accrued each pay period based on certain hours recorded in each pay period. Sick Leave that has been
earned in one pay period can be used in the next pay period. After the end of each pay period, e-HR
posts earned 100% Sick Leave hours to employees’ Leave Balance record. This accrual process begins for
new employees upon appointment to an eligible job; there is no waiting period or minimum service
requirement. Effective in 2010, earned Sick Leave time is posted for each pay period in hours and
minutes, rather than hours and fractions of hours.

Sick Leave Accrual Process

Overview

During each pay period, a specific accrual rate of hours and minutes of Sick Leave is earned for certain
(active service) hours that are counted for leave accrual purposes. All of these hours are summed each
pay period, adjusted to a workday equivalent, then multiplied by an “accrual rate” fraction to arrive at
the number of hours and minutes of leave that should be posted to an employee’s account. The “accrual
rate” is the number of leave hours and minutes that are earned for each Qualifying Hour counted. Each
pay period, eligible employees accrue sick leave based on qualifying hours. If the employee has unpaid
leave that reduces their qualifying hours, they will receive a proportionate reduction in the sick leave

accrual for that pay period. Refer to e-HR Desk Procedure DP-LV-281-D, Manually Verify a Prorated
Accrual of Leave Benefits.

The active service hours that e-HR counts for 100% Sick Leave accrual purposes are intrinsically the same
for both Covered and Exempt Salaried employees, although different terminology is used in the County
Code. Qualifying hours include:

= Regular hours worked or scheduled
=  Full and part-pay leave taken

=  Worker’s Compensation

=  Short Term Disability

Qualifying hours do not include:
= Unpaid absence (AWOP)

= Qvertime
= Regular Day Off (RDO) hours
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Counting Hours (Calculating Prorated Sick Leave Benefit Accrual)

E-HR automatically prorates the Sick Leave accrual if the employee has a reduction in Qualifying Hours
due to an unpaid absence (AWOP). To manually verify the proration, refer to e-HR Desk Procedure DP-LV-
281-D, Manually Verify a Prorated Accrual of Leave Benefits, for calculations.

For Monthly Employees:

Percentage of Accrual Amount times Standard Accrual Rate (in decimals), times Full Time Percentage
(FTE), converted to hours and minutes. The percentage of accrual amount is actual hours divided by
scheduled work hours. Therefore, if the employee is scheduled to work 80 hours and 80 work hours are
entered on the time sheet then the ratio is 1. This ratio is applied to the actual rate. If less than 80 paid
hours are entered, the ratio is then a fraction of 1 and the accrual is reduced accordingly.

For Daily Employees:

Hours counted for leave accrual are those for which Daily employees are actually paid.

Process Applies to All Primary Jobs

Note that these processes are the same for all Sick Leave-eligible employees, regardless of their work
schedule or FLSA Status. However, the accrual rates are reduced by the FTE percentage for part-time
permanent positions.

Sick Leave Accrual Rates

Because employees have differing workweeks, may be eligible for 64, 80 or 96 hours of full pay Sick
Leave per year (depending on class and LPSD; see following section), different accrual rates are
necessary.

Effective April 15, 2012, 100% Sick Leave is earned for Qualifying Hours (Input hours less unpaid hours
[e.g., AWOP] divided by Scheduled Hours) and based on the Sick Leave Pay Period Rate (hours and
minutes) as follows:

Pay Period Rates for 40-Hour Workweek, 64 or 80 Hours Maximum Accrual per Year:

Four hours and 21 minutes (4:21) per pay period.

Pay Period Rates for 56-Hour Workweek, 64 Hours Maximum:

Six hours and 32 minutes (6:32) per pay period.
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Pay Period Rates for 40-Hour Workweek, 96 Hours Maximum:

The Sick Leave Pay Period Rates and Sick Leave Maximum Hours for employees authorized 96 hours of
Sick Leave per calendar year and assigned to a 40-hour workweek are as follows:

Sick Leave Years of Service

Sick Leave Pay Period Rate

Sick Leave Maximum Hours

0-1 4:21 per pay period 80
More than1to 4 4:21 per pay period 88
More than 4 4:21 per pay period 96

Note: Employees will accrue the hours indicated above per pay period until the Sick Leave

Maximum hours are reached based on years of service.
Pay Period Rates for 56-Hour Workweek, 144 Hours Maximum:

The Sick Leave Pay Period Rate and Sick Leave Maximum Hours for employees authorized 144 hours of
Sick Leave per calendar year and assigned to a 56-hour workweek are as follows:

Sick Leave Years of Service

Sick Leave Pay Period Rate

Sick Leave Maximum Hours

0-1 6:32 per pay period 120
More than 1to 4 6:32 per pay period 132
More than 4 6:32 per pay period 144

Note: Employees will accrue the hours indicated above each pay period until the maximum sick
leave hours are reached based on years of service.

Sick Leave Maximum Accrual

The maximum amount of Sick Leave that an employee can accrue per calendar year is based on the LPOL
for the employee’s primary job. For example, all non-represented, non-MegaFlex employees accrue 64
hours per year, whereas for most represented employees, the original standard was and remains 96
hours. However, some bargaining units have negotiated accrued Sick Leave outside of the original
standard of 96 to 64 hours; each MOU should be referenced to ensure the correct amount of sick leave
is being accrued. Superior Court classes receive the same Sick Leave as the County class to which they
are linked.

Employees who are entitled to accrue 96 hours of Sick Leave do not actually accrue that amount until
after they have reached 5 years of service. During their first year of service, they accrue a maximum of
80 hours (120 hours for 56-hour employees) and during their second through fourth years they earn 88
hours (132 hours for 56-hour employees). These changes are automatically made e-HR, which checks
each pay period to see if there is a change in the employee’s years of service based on the employee’s
LPSD. If the employee’s LPSD falls within the pay period, and if the employee has completed one or five
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years of service, then e-HR accrues Sick Leave until the higher-level maximum is reached in the calendar
year and renews at the beginning of the next calendar year.

Determining Which Maximum Is Applicable To A Specific Item

(Refer to e-HR screen LEAVM, or the County Code 6.20.020 (for non-represented employees), or the
applicable MOU (for represented employees).

To determine the maximum Sick Leave for any Title and Sub Title, staff must obtain the Leave Policy from
STTL, then go to LPRL for the LPOL to retrieve the Leave Progression Code based on Eligibility months,
and then go to LPRT and enter the LPOL and the Leave Progression Code. The Maximum of the LPOL and
Leave Progression Code will be displayed.

As indicated below, some items accrue less than the maximum 96 hours of sick leave per year. Refer to
Bargaining Unit (BU) MOUs for special sick leave provisions. For example, the MOU for Lifeguards (BU

641) indicates that employees in that Unit accrue a maximum of 8 days of sick leave.

Sick Leave Maximum Accruals for Various Bargaining Units

Non-represented, plus Firefighters or Probation Camp
BUs 323, 641, 642, 701 on 56-Hour Workweek

64 Hours 96 Hours 144 Hours

All Other Represented

When the Sick Leave Maximum is Reached

When the maximum number of Sick Leave Hours allowed for the employee’s LPOL is reached, e-HR will
discard any new Sick Leave accrual for the employee until January 1 of the following year.

Depending upon the maximum amount as well as the number of unpaid absences an employee has, the
maximum accrual can be achieved at varying times throughout the year. For example, at an accrual rate
of 4:21 per pay period and no absences, the maximum accrual of 64 hours is reached within the first
accrual period in August. In the example of another employee who is entitled to earn 64 hours but who
takes two months of unpaid Family Leave in February and March, the maximum accrual is not reached
until October. For employees earning 96 hours, the maximum is typically reached by the December 15th
Pay Period if they have no unpaid absences.

For employees who are entitled to earn 96 hours but who have less than five years of service

e-HR will discard accrual hours when employees have reached an accrual of 80 in the first year or 88
hours in the second through fourth year, but resumes accrual when the employees’ LPSD indicates that
over one or five years of service have been completed.
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The Effect of Changing Jobs with Different Sick Leave Maximums

If an employee changes jobs, and goes from a LPOL for which the maximum Sick Leave accrual is 64
hours to a new job where the LPOL item is authorized to accrue more hours, e.g., 80 or 96 hours, then
the next Pay Period e-HR immediately commences accruing Sick Leave until the new maximum of 80 or
96 is reached, even though the employee may have already reached the maximum accrual on the former
job. However, if the employee goes from LPOL with a higher maximum accrual to a LPOL with a lower
one, the system will continue accruing only if the maximum for the new job has not been reached before
the job change. If the higher maximum was reached before the job change, e-HR will discard any
additional Sick Leave; and will reduce leave already accrued to the ‘new’ lower maximum.

100% Sick Leave for Temporary or Permanent Monthly Part-Time Employees

There are no longer any separate systems for Sick Leave for these employees. If their jobs’ Sub Titles are
eligible, then these employees accrue Sick Leave in the same way, and with the same maximums and pay
period rates, as permanent full-time monthly employees. They simply accrue less Sick Leave over the
same span of time because they work fewer hours.

Work Schedule Changes that Affect Sick Leave

Changing Between 4/40, 5/40, and 9/80

Changing work schedules between 5/40, 9/80, or 4/40 does not affect the accrual of Sick Leave for an
employee; these schedules all provide 40-hour workweeks.

Changing to and from 56-Hour Workweeks

Changing from a 40-hour to a 56-hour workweek, or changing from a 56-hour workweek to any of the
40-hour work schedules does affect the accrual process. This is because one hour of Sick Leave for a 40-
hour employee equates to one and one-half hours for a 56-hour employee. Thus a 56-hour employee
must accrue half again as much Sick Leave as a 40-hour employee to have an equivalent benefit, and a
different (higher) pay period rate must be used to achieve this for these employees.

Changing an Individual’s Leave Policy Because of a Schedule Change
It is very important that any schedule changes be made prior to TIMEI submission or the employee may

not be able to submit their time. Refer to e-HR Desk Manual Procedure DP-LV-182-D, Converting a 40
Hour Employee to a 56 Hour Employee.

The accrual rate is governed by the Item’s Leave Policy, and yet employees in some items may work
either 56 or 40-hour weeks.
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The two salient examples are:

= |tems in the Probation Department, such as DPO |, where incumbents usually work a 40- hour
week but may be assigned to a 56-hour week in a Probation Camp;

= |tems in the Fire Department, such as Fire Captain, where incumbents usually work 56-hour
weeks but may be assigned to a 40-hour week.

In the case of these and other similar items, in e-HR the Leave Policy for each classification is set at the
accrual rate for the majority of positions allocated to the items, e.g., for 56-hour employees vs. 40-hour.
Therefore, an individual employee may need to have a different Leave Policy than that specified for the
employee’s item.

Overriding the Sub Title’s Leave Policy Code Using Employee Status Maintenance (ESMT)
(Refer to Desk Procedure DP-LV-282-C, Override a Leave Policy)

Just as an employee on a 56-hour workweek needs to accrue more Sick Leave (which is accomplished by
accruing at a higher rate), Sick Leave that has already been accrued needs to correspond to the work
schedule. For example, an employee assigned to a 40-hour workweek and who has accrued 20 hours of
Sick Leave will need 30 hours of Sick Leave to provide an equivalent benefit if the employee is changed
to a 56-hour week; or if a 56-hour employee has accrued 45 hours of Sick Leave and is then changed to a
40-hour workweek; the employee will need only 30 hours of Sick Leave to have an equivalent benefit.

E-HR automatically makes the required conversions of Sick Leave that have already been accrued and
remains as an unused balance on employee’s Leave Balance records. This automatic conversion is
triggered by a change to the employee’s Leave Policy.

Status Changes (From Temporary To Permanent) That Affect Sick Leave

EHR uses the employee’s Leave Progression Start date (LPSD) and Leave Policy (LPOL) to determine the
Pay Period Rate for accrual of Sick Leave and the annual maximum of 64, 80, 88, or 96. The LPSD is
automatically populated at the time of hire, and will be the same as the Original Appointment Date,
regardless of Sub-Title (A, C, F, etc.).

When a Daily or Hourly employee promotes to a full-time Monthly Sub-Title, the LPSD is automatically
changed to the “From” date of the Monthly position. This ‘new’ LPSD can be considerably later than the
previous LPSD that was established for the Daily position. Thus, the employee, who was previously
accruing Sick Leave at a higher accrual rate due to an earlier LPSD, will start accruing Sick Leave as if the
employee is newly hired.

To ensure that the employee continues to earn Sick Leave at the correct accrual rate, an evaluation must
be performed by the payroll staff to determine if the ‘new’ LPSD should be adjusted. Department payroll
staff must evaluate the employee’s work hours for 6 consecutive calendar months prior to the Job
Appointment Date of the full-time Monthly position. For each 6 consecutive calendar months the
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employee worked the equivalent of a full time work schedule, then the LPSD should be adjusted 6
months earlier. A full time work schedule is at least 160 hours per month for six consecutive calendar
months.

The work hours’ evaluation should be repeated for each 6 consecutive calendar months prior to the full
time Monthly position. Continue the evaluation until the 160 hours per month is not met. Any remaining
months less than six months do not need to be evaluated.

Upon completion of the evaluation, adjust the Leave Progression Start Date 6 months earlier for each
consecutive 6 months the employee worked the full time schedule. The Leave Progression Start Date is
overridden on the Employee Status Maintenance Document, ESMT, in the EPM activity screen in e-HR.
Whenever making a change to the Leave Progression Start Date, it is mandatory to insert a ‘Document
Comment’ on the ESMT to explain why the change took place. In this case, the ‘Document Comment’
should contain the employee number of staff who conducted the work-hours evaluation and the From
and To dates the employee worked the full-time schedule.

Notes:

= |f the Leave Progression Start Date field is not overridden, the employee will continue to earn
Sick benefits based on the ‘new’ LPSD, as a newly hired employee.

= The Leave Progression Start Date is the day the employee was appointed to a full-time position.

= Each Sub-Title is assigned a Leave Policy which is based on County Code, MOU, FLSA, and Fringe
Benefit language.

Case Study: Two Daily employees are hired on December 01, 2018. Both employees are appointed to a
full-time permanent position effective May 20, 2020.

Department payroll staff must evaluate the employee’s work hours for 6 consecutive calendar months
prior to 05/20/2020, the Job Appointment Date of the full-time permanent position.

= First 6-month evaluation period: 05/20/2020 back through 11/20/2019
= Second 6-month evaluation period: 11/19/2019 back through 05/19/2019

* The remaining months from 05/18/2019 through 12/01/2018 does not need to be evaluated
because it is less than 6 months.

Example 1: Employee with one 6-month evaluation period.

In the First 6-month evaluation, the employee did not work at least 160 hours per month. The evaluation
is complete when at least 160 hours per month is not met.

The LPSD for this employee will not be adjusted and will remain as 05/20/2020, the Job Appointment
Date of the full-time permanent position.
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Example 2: Employee with two 6-month evaluation periods.

In the First 6-month evaluation, the employee did work at least 160 hours per month. The employee’s
LPSD is eligible to be changed from 05/20/2020 to 11/20/2019, 6 months earlier.

The evaluation is repeated for the Second consecutive 6-month evaluation period.

In the Second consecutive 6-months: The employee did work at least 160 hours per month. The
employee’s LPSD is eligible to be changed to 05/20/2019, a year earlier because the full-time work
schedule was met in two 6-month evaluation periods.

The evaluation is complete because the remaining months from 05/20/2019 back through 12/01/2018
are less than 6 months and does not need to be evaluated.

Upon completion of the evaluation, the ESMT is modified with an Override Leave Progression Start Date
of 05/20/2019. A ‘Document Comment’ is inserted showing the employee number who performed the
evaluation and the To and From dates the employee worked the full-time schedule.

Example of Document Comment:

"This employee worked full-time from 05/20/2020 back through 05/20/2019. This evaluation
was performed by E123456."

To ensure that the employee continues to earn Sick Leave at the previous level, department staff must
manually change the LPSD in e-HR to match the original LPSD. (Refer to County Code 6.04.040,
Continuous Service; and e-HR Desk Procedure DP-PA-250-D, Key Dates — Entering/Maintaining

Employee’s Information, for further information)

The Effect of Appointment to a MegaFlex Job on Sick Leave

Although an employee ceases to earn Sick Leave upon appointment to a MegaFlex Title, the employee
may use the Sick Leave previously earned.

3. ACCUMULATION OF UNUSED SICK LEAVE

In e-HR, Sick Leave is an Inception to Date balance. At the end of each calendar year no special
processing is performed against the Leave Category balance of Sick Leave (LVO11).

Effective May 1, 2005, the Board eliminated the maximum limits on accrual of sick time and also
authorized departments to credit, on a one-time-only basis employees with hours that might have been
forfeited between October 1, 2003, and May 31, 2005; note that hours that were donated because they
exceeded the maximum cannot be restored. However, limits on the number of hours that can be paid off
at termination remained as provided for in Item 7 below.
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4. USING FULL-PAY SICK LEAVE
Sick Day Defined (Refer to County Code 6.20.010)

Although Sick Leave is carried in e-HR as hours and minutes, and most references in the County Code are
stated in hours, occasionally one encounters references to “sick day.” A sick day is defined as eight hours
for persons employed on a 40-hour per week basis, and 12 hours for persons employed on a 56-hour per
week basis in the Probation Department, the Forester and Fire Warden, or the Fire Protection Districts.
Note that with the variety of 40-hour work schedules, all of the hours scheduled for the day must be
accounted for, even if they exceed eight. For example, employees on a 4/10 schedule must code 10 hours
of sick time for full day absences.

Using Full-Pay Sick Leave for lliness
Sick Leave Eligibility (Refer to County Code 6.20.015)

Sick Leave at full pay may be used only for:

=  Adisability resulting from injury, illness, or pregnancy

= Non-emergency medical or dental care, such as periodic physical examinations, dental
examination eye examinations for glasses or contact lenses; using Sick Leave for these purposes
requires prior supervisory approval.

Note: Under California law, Labor Code (LC) Section 233 (Kin Care), an employee is also entitled to use
that amount of Sick Leave typically earned during a six-month period to attend to an illness of a family
member, which includes a child, parent, spouse, domestic partner, parent-in-law, grandparent,
grandchild, sibling, and designated person.

Note: A designated person means a person identified by the employee at the time the employee
requests paid sick days (Refer to LC Section 245.5(c).

In addition, the employee can now use the “protected sick leave” for the following reasons:

= The diagnosis, care, or treatment of an existing health condition of, or preventive care for, an
employee.

= The diagnosis, care, or treatment of an existing health condition of, or preventive care for, an
employee’s family member.

= Anemployee who is a victim of domestic violence, sexual assault, or stalking.

Effective January 1, 2021, LC Section 233 was amended by AB 2017 to clarify that the designation of sick
leave taken for the reasons noted above shall be made at the sole discretion of the employee. This
section does not extend the maximum period of leave to which an employee is entitled under Section
12945.2 of the Government Code or under the federal Family and Medical Leave Act of 1993, regardless

of whether the employee receives sick leave compensation during that leave. For example, if an
employee requests Kin Care due to a serious health condition, FMLA shall run concurrently to Kin Care.
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Refer to PPG 530, Managing Sick Leave) Note that Reason Code 170 should be used in conjunction with

011 through Time Details report, when an employee is using Kin Care. Refer to eHR Desk Procedure DP-
LV-287-D, Submit TIMEI and/or TADJ to Track Kin Care in eHR thru Time Collection Report.

Any employee who claims Sick Leave at full pay may be required to furnish a doctor’s note or some other
proof of illness, injury, or pregnancy before such leave is granted, except that the employee may not be
required to provide medical certification when using “Protected Sick Leave.” Refer to DHR PPG 530.

Example: An employee accrues 12 days of sick leave per year. The employee may use 6 of the 12 days as
“Protected Sick Leave.” An employee requesting to use Protected Sick Leave cannot be asked to provide
medical certification until the 7" day based on County or departmental policy.

Departments are advised to consult with their Human Resources offices before requiring an employee to
furnish medical certification.

A non-MegaFlex person who is granted Sick Leave may elect, at their designation, to use Vacation,
accumulated overtime, or Holiday time to cover the absence rather than using full pay Sick Leave. Note
that if the Vacation or other leave is being used for non-emergency care, such as doctor appointments,
prior supervisory approval is required, as in the case of using Full Pay Sick Leave.

However, a person may not use Sick Leave for a vacation or other general time off, unless the Sick Leave
qualifies as “Personal Leave” as discussed in the following paragraphs.

5. SICK PERSONAL LEAVE
(Refer to County Code 6.20.030. A)

Definition of Sick Personal Leave

A non-MegaFlex employee who earns Sick Leave may use the amount of the current year’s full pay
accrual as Sick Personal Leave. Sick Personal Leave is defined as any leave, taken for personal reasons,
which does not interfere with the public service mission of the department. In general, this means that
prior supervisory approval must be given to take Sick Leave as Sick Personal Leave before Sick Personal
Leave may be used.

Note that, effective in 2000, available Sick Personal Leave may also be used to care for a spouse
(including, effective January, 2004, a domestic partner), child, or parent who is ill. In this case, prior
supervisory approval may not be feasible, but it should be obtained when the need to give care is
anticipated. Note also that an employee using Sick Personal Leave to care for a spouse, domestic partner,
child, or parent may be required to furnish a doctor’s note or some other proof of iliness or injury of the
relative before such leave is granted.

Amount of Sick Personal Leave Allowed
Effective January 1, 2007, the allowance for Sick Personal Leave is up to 96 hours.
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For 56-hour employees, the Sick Personal Leave allowance is up to 144 hours.

In the case of an employee on Sub Title D (monthly permanent 9/10 time), Sick Personal Leave is limited
to 96 hours in a calendar year.

For Sick Personal Leave Provisions for certain Temporary Employees, refer to Section I. K of this Manual.
Exception for MegaFlex Employees

MegaFlex employees are not eligible to use previously acquired Sick Leave for Personal Leave. However,
effective January 1, 2009, if they are sick, MegaFlex employees must use any accrued full-pay sick leave
before they can use Elective Leave. In these cases, payroll staff should enter a special event code, 004,
MegaFlex Sick, on the employees’ timesheets (TIMEI).

Although using Sick Personal Leave is the same as using Event Type 011, Sick —100%, i.e., when Sick
Personal Leave is taken there must be an available balance of LVO11 (or LVOQ9, Pre-86 Special Sick —
100% or LV113, Sick Pr-71), and the employee must not have exceeded the number of hours of Sick
Personal Leave allowed for the employee. To automate this process, Sick Personal Leave has a separate
Event Code in e-HR, 112, called Sick Personal, and the amount of Sick Leave used as Personal Leave and
the balance of Sick Personal Leave remaining are maintained on employees’ Leave Balances.

At the beginning of each calendar year, e-HR grants Sick Personal Leave for each eligible employee with
the number of Sick Personal Leave hours for which the employee is eligible.

Then, as Sick Personal Leave is taken, the system checks to see whether sufficient full pay Sick Leave
(LVO1M, LVOOS9, or LV113) is available, and whether the employee has used the allowed amount of Sick
Personal Leave. If the employee has both Sick Personal Leave (LV112) and full Sick Leave available, then
both balances are reduced by the amount of Sick Personal Leave (Sick Leave) taken. When Sick Leave is
no longer available, e-HR will default remaining usage to AWOP. This is noted on the timesheet warning
messages when validating the timesheet. Employees and timekeepers are encouraged only to use the
amount of Sick Personal Leave that is available as Sick Leave and use other leave types for any remaining
hours, where applicable.

6. SELLING FULL-PAY SICK LEAVE BACK TO THE COUNTY

Under certain circumstances, some employees may sell back to the County up to 24 hours of unused
100% Sick Leave (or, in the case of 56-hour employees, up to 36 hours) every six months, beginning in
January of each year. Eligible Hourly employees who have not used Sick Personal Leave, Event Type 112 in

the previous year may sell back up to 24 hours of Sick Leave once a year in January.

Eligibility for Selling Sick Leave for Full-Time Employees
(Refer to County Code 6.20.030. F)

A full-time (Sub Titles A, D, or N) employee seeking to sell Sick Leave must:
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= Be afull-time, non-MegaFlex, permanent employee, or an RN on a job with an Sub Title of D
(Bargaining Units 311 and 312), or an employee represented by the Joint Council of Interns and
Residents (Bargaining Unit 323); and

= Not have used Sick Leave for any reason, including Sick Personal Leave, for the six-month period
for which Sick Leave reimbursement is sought, i.e., for either the period from January 1 through
June 30 of any calendar year, or from July 1 through December 31 of any calendar year.

Note: These six-month periods are specified in County Code 6.20.030. F. 2 or in Fringe Benefit
MOUs, and are therefore subject to change. Readers should check dates accordingly to ensure
currency of authorization for this exchange of sick leave.

= Have completed at least 12 months of continuous service by the last day of the period for which
Sick leave reimbursement is being requested.

NOTE: A donation of Sick Leave under the Leave Donation Program (see Section Il) does not count as
usage, nor does a long-term unpaid leave of six or more months; employees in these cases are still
eligible to sell back Sick Leave, provided that they are otherwise eligible.

Sick Leave Reimbursement

Employees electing to sell unused Sick Leave must file a request with their departmental personnel/
payroll office within one month following the qualifying six-month period. Employees who qualify may
be reimbursed for either 8, 16, or 24 hours of Sick Leave (or 12, 24, or 36 hours for 56-hour employees),
at their option. Payment is calculated at the workday hourly rate in effect on the last calendar day of the
six-month qualifying period.

To process the request for Sick Buyback the Payroll staff will create a TADJ with Event Type LKO11 (Sick
Buyback), the number of requested hours, and the last calendar day of the six-month qualifying period,
either June 30 or December 31. Refer to e-HR Desk Procedure DP-TM-306-D, Reimbursement for Unused
Sick Leave (Sick Buy Back) for further information.

NOTE: Pre-71 Sick could be sold back, using the Event Type LKO13.

The Sick Buyback Eligibility Report is produced twice a year, listing employees eligible to buy back sick.
Payroll staff should verify that the name of the employee requesting Sick Buyback appears on the report
and the LVO11 balance on LEAVM is sufficient before processing the Buyback request.

Additional Sick Leave Reimbursement for Certain Classes

With the exception of classes noted in the second paragraph immediately following, full-time permanent
employees in classes represented by Bargaining Units 611, 612, 621, 641, and 642, may be reimbursed for
up to an additional two days of full-pay Sick Leave in July of each year (pursuant to the respective
Bargaining Unit MOUs) as long as a minimum of 160 full-pay Sick Leave hours remain following the
reimbursement.
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This option is available to employees whether or not they have used Sick Leave during the preceding 12
months and whether or not they elected the regular semi-annual Sick Leave reimbursement.

Please note that employees in the following classes are not eligible for this two-day additional Sick Leave
reimbursement, even though they are in the Bargaining Units listed above: Ocean Lifeguards and Lake
Lifeguards.

Note: When e-HR pays the reimbursement for Sick Leave Buyback, the employee’s Leave Management
(LEAVM) record is automatically updated to show the number of hours bought and the available balance
remaining.

7. SICK LEAVE PAYOUT ON TERMINATION
(Refer to County Code 6.20.030. B)

When an employee terminates County service, an eligible employee may receive payment for unused
remaining full pay Sick Leave.

Eligibility

To receive reimbursement for unused full-pay Sick Leave upon termination, an employee must:

= Have at least five years’ continuous service; and
= Be a full-time, permanent employee as of the date of termination

Note that any employee who has 5 year of continuous service will be paid for unused Sick Leave as long
as the employee is a full-time, permanent employee on the date the employee leaves County service.

Maximum Sick Leave Hours Paid

An employee receives payment for all unused Sick Leave up to a maximum total of 720 hours (1,080
working hours for 56-hour per week employees). Payment is made at the workday rate in effect on the
employee’s last day of County service.

Note that the maximum of 720 (or 1,080) hours applies to a combination of full-pay Sick Leave hours,
i.e., both Sick-100% (LVO11) and Pre-71 Sick (LV113); Pre-86 Special Sick Leave Hours (LVO09) are not
eligible for payment upon termination from County service. Hours subject to payout are combined as
described in the following paragraph. For additional information, see the sections covering Pre-71 Sick
and Pre-86 Special Sick below.
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Calculation of Sick Leave Hours to be Paid

The method for determining the total Sick Leave hours for which an employee can be paid (not to exceed
the Maximum Payout) is based first on the employee’s LPSD. To be eligible for Sick Payout at
Termination, the employee must have five years of service. The Sick hours are summed as follows:

= Employees with a LPSD of 7/1/86 or later:

One-half of all accrued unused Sick —100% (LVO11) hours up to 1,440 hours for employees on a
40-hours workweek and 2,160 full pay hours for employees on a 56-hour workweek.

= Employees with a LPSD prior to 7/1/86:

o All Pre-71 Sick Leave (LV113) hours
Plus
O One-half of the sum of following Pre-86 calculation:
= Balance of Sick-100% (LVO11) less Sick hours accrued in the year of Termination (LAO11)
Less
= Pre-86 hours Used in the Year of Termination (009) plus Sick-100% Maximum Hours.

The Pre-86 formula is as follows: LVO11, less LAO11, less 009 hours, plus Sick Maximum hours x
50%.

Limits of Sick Leave Hours to be Paid

The combination of sick balances paid cannot exceed the Maximum Payout of 720 hours for 40-hour
workweek employees and 1,080 hours for those on a 56-hour work week. For example, a 40-hour work
week employee can receive payment for a maximum hours of sick leave hours as follows:

= Pre’71Sick Leave Hours @ 100% = 500

= Post ‘71 Sick Leave Hours @ 50% > 440*
*equals 220 hours of full pay sick leave

The Maximum Payout amount is applied first to the Balance of Pre-71 Sick, then Sick-100%, then Donated
Sick. In the case where a Termination is processed with a Personal Action code of 32: Term Deceased,

then the Donated Sick Hours are not paid out and are reset to zero.

For examples of how these formulas are applied to determine the amount of Sick Leave for which an

employee can be paid, please see Section . A. 11, Pre-86 Sick Leave, below.
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E-HR Handling of Terminations
Reimbursement for applicable unused Sick Leave is included in the employee’s final payment.
8. SPECIAL PAYMENT OF SICK LEAVE FOR MATERNITY LEAVE OF ABSENCE

A full-time, permanent employee who has at least five years’ continuous service and who is granted a
pregnancy disability leave of absence may elect to receive payment for unused Sick Leave as if they are
terminating from County service.

To process this payment, Payroll staff use the online Time Adjustment document (TADJ) to enter the Sick
Leave Buyback Event Type LKO11 (used for Sick-100% [LVO11]), one-half of the available unused Sick Leave
hours, and the date of the employee’s request. The remaining Sick hours (the other 50%) are lost. (Refer
to e-HR Desk Procedure DP-LV-280-D, Create a Manual Leave Adjustment Using a LEAV Document, to
create a negative manual adjustment using event type LRO11 to reduce the remaining balance.)

It should be noted that an employee who elects to be reimbursed for unused Pre-71 Sick (LV113) will be
reimbursed at 100% as provided for in bullet #6 above by entering Sick Leave Buyback Event Type LK113
on the TADJ document.

9. RESTORATION OF UNPAID SICK LEAVE

Certain employees who have terminated County service and who are subsequently re-employed may
have their previously earned and unused Sick-100% (Category code LVO11) Leave hours that were not
paid for when they terminated restored for their use.

This applies only to:

= An employee who was laid off and then is re-employed pursuant to the Civil Service Rules (i.e.,
re-employed from a layoff list within one year of layoff) following a layoff from permanent
status.

= An employee rehired following a release from monthly recurrent status (Sub Title B).
This provision does not apply to daily or part-time employees.

To restore this time, Payroll staff must manually update the affected employee’s Leave Management
record (LEAVM) of Sick-100% (Category LVO11). This can be accomplished by creating a Leave Accrual
(LEAV) document for the number of hours associated with the reset event type (LRO11). This will offset
the number of hours that were not paid out at termination and restore the hours to the employee’s
record.

For example, if a re-employed person shows negative two hours as LRO11 in the Leave Activity tab of
LEAVM, this means that the employee was not paid for two hours when originally laid off and that is the
amount of hours to be restored. The employee begins to accrue new Sick Leave again, based on
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aggregate continuous service (i.e., the employee’s LPSD is adjusted by the length of time the employee
was laid off) and according to the rules for the Title on which the employee has been re-employed.

Also, refer to Civil Service Rule 2.15 regarding adjusted Continuous Service related to Reemployment.

NOTE: This provision also does not apply to employees who terminate for reasons other than those
specified above and who are later rehired. No Sick Leave is restored; they begin to accrue Sick Leave as

new employees.

10. PRE-71SICK LEAVE
Definition

In e-HR, Sick Leave that was earned by employees prior to January 1, 1971 is identified with a separate
Leave Category code; this Sick Leave is called “Pre-71 Sick” and its Leave Category code is LV113. It is used
in exactly the same ways, and is subject to the same provisions as Sick-100% (LV011), the Sick Leave that
is now accrued each pay period. Thus, it can be used to cover absences due to illness as well as Sick
Personal Leave. Of course, Pre-71 Sick is no longer being accrued.

Differences between Pre-71 Sick and Sick-100%

Pre-71 Sick Leave (LVO13) differs from currently accrued Sick Leave (LVO11) only in that there are no limits
on the number of hours that are eligible for reimbursement upon termination, provided that the total
number of hours of full pay Sick Leave (the combination of LVO11 hours + two, and all LV113 hours) is less
than the 720 hours maximum. Because 100% of unused Pre-71 Sick leave is paid off upon termination, it
has a higher value and is the last Sick Leave to be used while in service, and the first in the order to be
paid out at termination.

11. PRE-86 SICK LEAVE

Definition

On January 1,1994, employees who had a LPSD earlier than July 1, 1986, received a one-time only credit
of 96, 80 or 64 hours, depending upon the maximum hours of Sick Leave authorized for their Title at
that time, of a special usage-only 100% Sick Leave. This Special Sick Leave is called “Pre-86 Special Sick —
100%” and its Leave Category code is LVOO9.

Usage

Employees cannot use Pre-86 Special Sick Leave until all Sick-100% Sick Leave (LV 011), has been
exhausted. But it can be used before Pre-71 Sick Leave is used.
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As usage-only leave, Pre-86 Special Sick Leave can be used for absences due to illness or Personal Leave,
but is not subject to buyback. Unused Pre-86 Special Sick Leave is an Inception to Date Leave Category
and the hours remain on Leave Balances until they are exhausted; unused hours are not paid for when
an employee terminates; instead, special rules apply for those employees who have a LPSD prior to
7/1/86 (and who were, therefore, granted the Pre-86 Special Sick Leave).

Special Termination Provisions for Pre-86 Sick Leave (County Code 6.20.030.B)

Although unused hours of Pre-86 Special Sick Leave (LVO09) are not paid for at termination, there are
unique processes that are applicable to employees who received this Special Sick Leave in 1994; and
these rules apply to all such employees otherwise eligible for payment of unused Sick Leave upon
termination, regardless of whether or not they have any unused Sick Leave. These unique processes deal
with the way that Sick Leave hours earned during the employee’s last year, the calendar year of
termination, are treated for payoff purposes.

When a Pre-86 employee terminates, such employee is paid off for currently accrued Sick Leave on the
basis of the annual maximum number of Sick Leave hours operative for the employee’s class as of the
date of termination. These employees are paid for 50% of their annual maximum (and not what they
have actually accrued in their final calendar year) less any Pre-86 Sick Leave (of any 100% kind) taken in
the calendar year of termination. This figure is added to 50% of the number of unused Sick-100% (LVO11)
hours that remain unused and which were earned in previous years; i.e., those that are displayed in e-HR
Category balance minus any accruals for the current year.

Thus, the process for Pre-86 employees differs from post-86 employees, who simply are paid off for 50%
of accrued unused Sick Leave (LVO11).

Also added are 100% of any unused Pre-71 Sick (LV113) hours.

As mentioned above, sick leave calculations are made automatically by e-HR when employees terminate
from County service.

EXAMPLES OF TERMINATION CALCULATIONS

Example 1:

A Pre-86 employee (one with a LPSD prior to 7/1/86) earns 96 hours of Sick Leave per year; the
employee terminates on March 31, 2016.

On March 31, 2016 the employee has the following time:

1. 180 hours of Pre-71 Sick Leave
2. 186 hours of Sick-100%
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3. 76 hours remaining of the Pre-86 Special Sick Leave originally granted on January 1, 1994, with no
Pre-86 usage in 2016.

The employee earned 26 hours of Sick Leave between January 1 and March 31, 2016.
Upon termination at the end of March, the employee receives payment for:

1.  100% of the 80 hours of Pre-71 Sick Leave (LV113)
2. 50% of the 256 hours of Sick-100% (LVO11) determined as follows:

= 186 —26 =160 hours remaining from previously (i.e., before 2016) accrued Sick - 100%;
= 96 hours for annual maximum number of Sick Leave hours earnable in 2016.

= 160 +96 =256

= 256 x.50 =128 paid and 128 reset

Total combined Sick Leave payout 128 (LVO11) + 80 (LV113) = 208

The 76 hours of Pre-86 Special Sick Leave the employee still had are not included in the termination pay-
off compensation, nor are Sick Leave hours earned between January 1and March 31.

Example 2:

A Pre-86 employee earns 96 hours of Sick Leave per year; the employee terminates on March 31, 2016,
but the employee uses 40 hours of Sick Leave in 2016 prior to terminating.

On January 1, 2016, the employee has the following time:

1. 80 hours of Pre-71 Sick Leave

2. 160 hours of Sick -100%

3. 76 hours remaining of the Pre-86 Special Sick Leave (LVO09) granted on January 1,1994, and
carried over.

In addition, the employee earns 26 hours of Sick Leave between January 1 and March 31.
Upon termination at the end of March, the employee receives payment for:

1. 100% of the 80 hours of Pre-71 Sick Leave (LV113)
2. 50% of the 216 hours of Sick Leave (LVO11), determined as follows:

160 hours of previously accrued Sick Leave;

+ 96 hours for annual maximum number of Sick Leave hours earnable in 2016;
Less 40 hours of Sick Leave used in 2016 prior to termination.
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The 76 hours of Pre-86 Special Sick Leave remaining are not included in the termination pay off
compensation, nor are Sick Leave hours earned in 2016.

Example 3:

A Pre-86 employee earns 96 hours of Sick Leave per year. On January 1, 2016, the employee has 0 hours
of Sick Leave. The employee terminates on March 31, 2016, but during the time between January 1, 2016
and March 31, 2016 the employee earns 26 hours of Sick Leave.
Upon termination at the end of March, the employee receives payment for:

v 50% of the 96 hours of the annual maximum number of Sick Leave hours earnable in 2016

v' The employee is not paid for Sick Leave hours actually earned in 2016, but is paid for 50% of the

maximum allowed accrued.

Example 4:
A Pre-86 employee earns 96 hours of Sick Leave per year. On January 1, 2016, the employee has 0 hours
of Sick Leave. The employee terminates on March 31, 2016, but during the time between January 1, 2016

and March 31, 2016 the employee earns 26 hours of Sick Leave and uses 16 hours.

Upon termination at the end of March, the employee receives payment for:
1. 50% of the 80 hours of LVO11 Sick Leave determined as follows:

96 hours of the annual maximum number of Sick Leave hours earnable in 2016;
Less 16 hours used in 2016 prior to termination.

2. The employee is not paid for the ten net remaining Sick Leave hours earned in 2016, but is paid
for 50% of the maximum allowed accrual less Sick Leave used in 2016.

Example 5:

A Post-86 employee, i.e., one with a LPSD later than 7/1/86, earns 96 hours of Sick Leave per year. The
employee terminates on March 31, 2016.

On January 1, 2016, the employee has the following time:

1. 80 hours of Pre-71 Sick Leave;
2. 160 hours of Sick-100%

In addition, the employee earns 26 hours of Sick Leave between January 1 and March 31.
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Upon termination at the end of March, the employee receives payment for:

1.  100% of the 80 hours of Pre-71 Sick Leave (LV113)
2. 50% of the 186 hours of Sick-100% (LVO11) determined as follows:

160 hours from 2015 plus 26 hours earned in 2016.

Example 6:

A Post-86 employee earns 96 hours of Sick Leave per year. The employee terminates on March 31, 2016,
but the employee uses 40 hours of Sick Leave in 2016 prior to terminating.

On January 1, 2016, the employee has the following time:

1. 80 hours of Pre-71Sick Leave
2. 160 hours of 100% Sick Leave

In addition, the employee earns 26 hours of Sick Leave between January 1and March 31.

Upon termination at the end of March, the employee receives payment for:

1. 80 hours of Pre-71 Sick Leave (LV113)
2. 50% of the 146 hours of Sick-100% (LVO11) Leave determined as follows:

160 hours of previously accrued Sick Leave;

+ 26 hours earned in 2016.

Less 40 hours of 011 Sick Leave used in 2016 prior to termination.
Example 7:
A Post-86 employee earns 96 hours of Sick Leave per year; On January 1, 2016, the employee has 0 hours
of Sick Leave. The employee terminates on March 31, 2016, but during the time between January 1, 2016
and March 31, 2016 the employee earns 26 hours of Sick Leave and uses 16 hours.
Upon termination at the end of March, the employee receives payment for:

1. 50% of the 10 hours of Sick Leave (LVO11) determined as follows:

2. 26 hours of Sick Leave earned in 2016
Less 16 hours used in 2016 prior to termination.
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12. PART-PAY SICK LEAVE
(Refer to County Code 6.20.040)

Eligibility for Part-Pay Sick Leave

Eligibility for Part-Pay Sick Leave is as follows:

= Non-MegaFlex employees are eligible to earn and use Part-Pay Sick Leave if their primary job is:

[u]

o

o

Full-time, permanent (A and N Sub Titles)
Monthly Recurrent (B Sub Title)

Daily temporary (C Sub Title)

Monthly Permanent 9/10 time (D Sub Title)
Daily Recurrent (E Sub Title)

Monthly Temporary (M and O Sub Titles)

Permanent part time, as long as the part time is at % time or more (U, V, W, X, Y, and Z Sub
Titles)

= By default, those employees not eligible to earn or use Part-Pay Sick Leave have the following

kinds of primary jobs:

o

o

a

Hourly employees (F and H Sub Titles)
Per Visit or per session (G or J Sub Title employees)
Less than % time permanent employees (P, Q, R, S, and T Sub Titles)

County Officers (Department Heads, Elected Officials, Judges and Commissioners on L Sub
Titles, and department heads on any other Sub Title)

Employees hired on a without-compensation basis

MegaFlex employees

MegaFlex employees are ineligible for either full or Part-Pay Sick Leave. In lieu of this Sick Leave, they are

eligible for Short Term Disability (STD) benefits which provide a partial income replacement for 26 weeks

following a waiting period. Please see Section |. P, Short and Long Term Disability Leaves. For additional

information regarding the STD plan, contact your departmental Human Resources Office or look online

at https://mylacountybenefits.com.

Amount of Sick Leave at Part-Pay
(County Code 6.20.040.E)

At the beginning of each calendar year, eligible employees who have completed six months or more of

continuous service (or six months’ service for daily employees) receive various amounts of Part-Pay Sick

Leave (PPSL) hours, at either 65% pay or 50% pay, in accordance with the following table.
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Effective April 1, 2010, the County’s pay system changed from Monthly to Semi-Monthly, and all
employees are paid now on a workday basis rather than a calendar day basis. Previously, monthly
employees had to use eight hours of Part-Pay Sick Leave on all calendar days of a month. As of April 1,
2010, employees need to use PPSL hours only to cover the hours on their scheduled work days.

PPSL balances were converted from calendar hours to work day hours on April 1, 2010.

Table of Part-Pay Sick Leave Hours

L. . All Employees, after March 31, 2010
Eligible Service based on .
Leave Progression Start Date (Semi-Monthly Pay)
65% Pay 50% Pay

6 months-1year 0 40
1-2 years 40 40
2 -5 years 80 80
5-10 years 160 240

10 years 320 240

11 years 320 280

12 years 320 320

13 years 320 360

14 years 320 400

15 years 320 440

16 years 320 480

17 years 320 520

18 years 320 560

19 years 320 600

20 years 320 640

21 years 320 720

22 years 320 800

23 years 320 880

24 years 320 960

25 years 320 1040

26 years 320 1120

27 years 320 1200

28 years 320 1280

29 years 320 1360

30 or more years 320 1440

The Part-Pay Sick Leave that a new employee earns after six months’ service can be used during the
remainder of the calendar year in which the six-month period ends.

Note that employees on daily temporary or daily recurrent Sub Titles (who work 50% of the time or
more) earn Part-Pay Sick Leave based on the amount of eligible service, using the same Part-Pay table
used for full-time, permanent employees. Permanent part-time employees (who work 50% of the time
or more) earn the number of hours as specified for their eligible service multiplied by their Full-time

Page 29 of 471



CHAPTER | — LEAVE OF ABSENCE

equivalent percentage. For example, an employee on a “U” Sub Title with 10 years of continuous service
receives 160 hours at 65% and 120 hours at 50% of the employee’s normal pay.

Posting of Part-Pay Sick Leave in e-HR

Part-Pay Sick Leave used prior to April 1, 2010 is identified on reports as Earnings Code 116 (for 65% pay)
and 120 (for 50% pay). Part-Pay Sick Leave used after March 31, 2010 is identified in e-HR as Event Type
162 (for 65% pay) and 164 (for 50% pay).

An eligible employee automatically receives a new allotment of Part-Pay Sick Leave on January 1 of each
year. This allotment is posted by e-HR on the LEAVM page at the beginning of the new calendar year
during Year End Processing. Part-Pay Sick Leave is renewed each year; i.e., unused Part-Pay Sick Leave
from prior years is not carried over from one year to the next.

Example: An employee begins work on May 1, 2015. This employee earns 40 hours of 50% Sick Leave
on November 1, 2015. On January 1, 2016 they lose whatever time they did not use in 2015, and is
granted another 40 hours of 50% pay. On May 1, 2016, they are granted 40 hours of 65% pay so their
total is 40 hours at 65% and 40 hours at 50%. On January 1, 2017, they again would lose whatever
Part-Pay Sick Leave they did not use, and would be granted a new allotment of 40 hours at 65% and
40 hours at 50%.

Updating Part-Pay Sick Leave Accounts in e-HR

As indicated by the table above, since the amount of Part-Pay Sick Leave is based on an employee’s
length of eligibility, at the beginning of the year e-HR checks the employee’s Leave Progression Date
(LPSD) and then grants the annual allotment. During the year, e-HR also checks daily to see whether
there have been any changes that affect the employee’s entitlement to part-Pay Sick Leave, and if so,
LEAVM is automatically updated with the employee’s new entitlement, which the employee can then
use for the remainder of the calendar year.

Note also that if an employee who has not returned to work is using Part-Pay Sick Leave when an
Eligibility threshold is reached, the employee can use the additional Part-Pay Sick Leave granted by the
threshold right away, unless the employee is on a continuous absence, one that carries over to a new
year.

Example: An employee uses 50% Part-Pay Sick Leave when they reach their fifth anniversary. The
employee can immediately, for the pay period in which their anniversary falls in, use the extra 80
hours of 65% Part-Pay Sick Leave and 160 hours of 50% Part-Pay Sick Leave. However, if the
employee had exhausted all of their Part-Pay Sick Leave before their anniversary, they would not be
able to use the additional Part-Pay Sick Leave until after they returned to work. E-HR does not
monitor this leave; therefore, departments must manage it. Refer to County Code 6.20.060,
Continuous Absence Due to Iliness or Injury.
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Note that there are special circumstances regarding the use of a new year’s grant of Part-Pay Sick Leave
when employees are ill at the end of the year and still ill when the new year has begun. For full details,
please see Section |. A. 12 below.

Constraints on Using Part-Pay Sick Leave
(County Code 6.20.050)

There are several constraints applicable to Part-Pay Sick Leave that results in its usage being different
from the usage of full pay Sick Leave. These constraints are detailed in the following paragraphs.

Using Full-Pay Sick Leave First

All Sick Leaves at full pay, including Pre-71 and Pre-86 Sick Leave, must be exhausted before Part-Pay Sick
Leave can be used. Moreover, once an employee is receiving Part-Pay Sick Leave, the employee must
continue to use it until it is exhausted, or until the employee returns to work; the employee cannot use
any other 100% time unless specifically authorized to do so by the department head. Once the employee
has returned to work on either a full-time or limited duty, intermittent basis, the employee must use any
full pay Sick Leave which the employee earned while using Part-Pay Sick Leave and thereafter, before
going back onto Part-Pay Sick Leave to cover any subsequent illness.

Note there are special processing requirements that are used if an employee is off using Part-Pay Sick
Leave for an absence that begins in one calendar year and continues into the next; please refer to sub-
section “Part-Pay Sick Leave and Continuous Absences”, below.

Part-Pay Sick Leave Usage Limitation

Sick Leave at Part-Pay may not be used for non-emergency medical or dental care.

Effect of Part-Pay Sick Leave on Holiday Accrual

An employee on Part-Pay Sick Leave does not receive credit for a holiday, which falls while the employee
is off work and receiving Part-Pay Sick Leave.

Processing Part-Pay Sick Leave in e-HR
To ensure that these requirements for using Part-Pay Sick Leave are observed and properly processed by
e-HR, certain manual operations must be employed. E-HR’s Leave Substitution messages indicate when

employees are beginning to use Part-Pay Sick Leave, and thus alerts payroll staff to the need for manual
intervention in the following areas:
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Event Type Codes for Part Pay Sick

Following are the new event codes to be used to document Part-Pay Sick Leave with the implementation
of e-HR:

(Note: Staff still needing to make adjustments to time prior to April, 2010 should refer to training
materials prepared by the Auditor-Controller.)

= 162 — Percentage Sick 65% - Work Day
This code can be entered, but it is usually generated by e-HR when Sick 100% (LVO11) is recorded,
and there is not a sufficient amount of Sick 100% leave of any kind to cover the recorded hours.

= 164 — Percentage Sick — 50% - Work Day
This code can be entered, but it is usually generated by e-HR when either Sick 100% (LVO11) or
Percentage Sick — 65% are recorded, and there is not a sufficient number of 100% sick leave or
65 % PPSL left to cover the recorded hours.

The following are new Event Type Codes, which are operative after January 1, 2011; they must be used to
report a Continuous Absence, i.e., where Part-Pay Sick Leave being used at the end of a year continues to
be used in the following year. For example, where Part Pay Sick Leave was being used in 2010 and
continues to be used in 2011; they are used in the same fashion as and in lieu of the foregoing Event
Type, 162 and 164

= 163 — Continuous Percentage Sick — 65% Work Day
= 165 — Continuous Percentage Sick — 50% Work Day

Using Full Pay Sick Leave First

The automatic sick leave substitution process in e-HR will ensure that all 100% Sick Leave is used before
Part-Pay. Whenever the Event Type for Sick-100% (011) is entered on the employee’s Timesheet (TIMEI)
or Timesheet Adjustment (TADJ), the system will exhaust all 011 (Sick 100%), then 009 (Pre-86 Sick), then
113 (Pre-71 Sick) before using Part-Pay Sick Leave. The system will then use 65% until it is exhausted, and
then use 50% time. Because it is sometimes difficult to judge when the various Part-Pay Leave Categories
are going to be used up, once an employee begins to use Part-Pay Sick Leave, payroll staff needs only to
enter the Part-Pay Sick — Event Type (162), and e-HR selects the highest paying time available for the
hours entered.

Ensuring that Part-Pay Sick Leave Continues to be Used

Once an employee begins to use Part-Pay Sick Leave, the employee must continue to use it until it is
exhausted, unless the employee’s department head specifically authorizes the use of other leaves.
However, while an employee is using Part-Pay Sick Leave, the employee is continuing to accrue full pay
sick Leave, which e-HR will take first when it does the pay period processing. To prevent this, payroll staff
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must specifically enter the hours of Part-Pay Sick (162), or Part-Pay Sick 50% - Work Day (164). on each
scheduled work day. If these specific Part-Pay Sick Event Types are not used, then payroll staff will have
to make corrections later.

Using Part-Pay Sick Leave only on Work Days

With the advent of semi-monthly pay and workday rates, an employee needs to cover absences with
Part Pay Sick Leave only on the days that the employee is actually scheduled to work. However, if the
absence is a compensable one, i.e., it is an “IA” and covered by Workers’ Compensation, then additional
“tracking” entries will need to be made on the employee’s timesheet. Also, the employee’s work
schedule will need to be changed to a 5/40 schedule. Please refer to Chapter I. N, Leave For Workers’

Compensation Injuries Or llinesses, for additional information, and to Chapter VII. V, Changing Work

Schedules, for additional information about implementing work schedule changes.

Part-Pay Sick Leave and Continuous Absences

An absence that begins in one calendar year and continues into the next is called a “continuous
absence.” If an employee becomes ill at the end of a year and is using a full pay Sick Leave, the
employee continues to use such sick leave, including that which the employee earns each pay period,
from one year to the next, until it is gone. However, there are special provisions applicable if the
employee is using Part-Pay Sick Leave in one calendar year, and because of a continuing absence, is
required to use it into the next year. In this case, the employee may not use any full pay Sick Leave
(without specific department head approval), and may not use any new Part-Pay Sick Leave that would
have otherwise been available on January 1 of the following calendar year.

Instead, the employee must continue to use the allotment of Part-Pay Sick Leave from the previous year
until it is exhausted, and may not use any of the current calendar year’s allotment of Part-Pay Sick Leave
until after the employee returns to work. Such return may be on an intermittent or part-time basis.

Example:

An employee becomes ill on November 1, 2015. They use all of their full pay Sick Leave in November and
begins using Part-Pay Sick Leave in December, and continue using it into 2016. Once they begin using
Part-Pay Sick Leave, they cannot use any currently accrued full pay Sick Leave, and they cannot use the
2016 Part-Pay Sick Leave, even though they continue to accrue new full pay Sick Leave and would
otherwise be eligible to receive new Part-Pay Sick Leave hours on January 1, 2016.

Note that should the employee leave County service without returning to work in 2016, they still may be
entitled to be paid off for % of their accrued full pay Sick Leave, even though they were unable to use it.
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Excessive Use of Part-Pay Sick Leave in a Calendar Year

An employee may not use, in the aggregate, more Part-Pay Sick Leave in any calendar year than is
authorized for one year based on the employee’s length of service as indicated in the table above.

Accordingly, when an employee has been continuously absent from one year to the next and has used in
one year Part-Pay Sick Leave from the previous year, the amount of the previous year’s Part-Pay Sick
Leave that is used in the new year is deducted from the new allotment of Part-Pay Sick Leave granted to
the employee on January 1.

Example:

An employee becomes ill on November 1, 2015. They exhaust all of their full-pay Sick Leave and begins to
use Part-Pay Sick Leave on December 16, 2015. The employee has worked for the County for seven years,
and thus has 160 hours of 65% Sick Leave and 240 hours of 50% Sick Leave. They return to work on
January 18, 2016. In calendar 2015 they use 96 hours of 65% Sick, and in calendar 2016, they use 64
hours of 65% Sick remaining from their 2015 allotment and 24 hours of their 50% Sick from their
calendar 2015 allotment. After returning to work, the employee has 8.42 hours of full pay Sick Leave
(earned between December 15, 2015 and January 15, 2016), 96 hours of 65% Sick Leave (160 hours from
the 2016 allotment minus 64 hours from the 2015 allotment used in 2016), and 216 hours of 50% Sick
Leave (240 hours from the 2016 allotment less 24 hours of the 2015 allotment used in 2016), available for
use should they become ill again.

Recording Part-Pay Sick Leave Continuous Absences in e-HR

When an employee is still using Part-Pay Sick Leave into a new calendar year, it is important that payroll
staff use specially designed Event Type to enter the absences for all scheduled work hours for each work
day in the new year on the Timesheet (TIMEI) and the Timesheet Adjustment (TADJ). Using these Event
Type codes instructs e-HR to deduct Part-Pay Sick Leave usage from the prior year and to make
adjustments in the new year’s available balances. These Event Type codes are: 163 Continuous Part-Pay
Sick 65% - Workday, or Event Type code 165, Continuous Sick 50% - Workday.

Restoration of Part-Pay Sick Leave Following Re-employment

If an employee is re-employed following a layoff, such employee is entitled to receive for the remainder
of the year of re-employment that amount of Part-Pay Sick Leave provided by the table (Amount of Part-
Pay Sick Leave) above, based on the employee’s aggregate service (i.e., the employee’s LPSD adjusted by
the length of time the employee was laid off). This amount would be available less any Part-Pay Sick
Leave the employee previously used in that same year of re-employment. Such restoration must be
entered manually and occurs only in the case of re-employment following lay off; it is not applicable to
employees otherwise rehired or reinstated.
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13. SPECIAL SICK LEAVE PROVISIONS
(Refer to County Code 6.20.070)

This Section covers some special or unique sick leave provisions applicable to certain employees or
classes.

Sick Leave Earned by Attorneys at MTA

Under an agreement to blanket-in attorneys from MTA as employees of County Counsel, these
employees brought with them into the County any sick leave they had earned as MTA employees. In
addition, the agreement provides that unused (MTA) sick leave (LVO08) for these former MTA employees
will be paid upon termination as it would have been by the MTA, which means that the payout varies
depending on the reason for termination. If one of these employees leaves service through death, the
remaining hours are paid at 100%; if the employee retires, the hours are paid at 75%, and if the
employee just simply quits for any other reason, there is no payoff.

This sick leave that former MTA attorneys brought with them is identified in e-HR as Leave Category
Code LVOOS, Sick Leave Earned at MTA/Attorney. It is a full-pay sick leave, which can only be used to
cover absences due to illness or injury, including medical appointments, etc. This Leave Category code is
reflected only on these employees’ LEAVM records, and e-HR tracks only its usage and balance
remaining. No new 008 leave is being accrued.

E-HR will automatically process any MTA earned sick leave for these employees who are leaving County
service, providing correct termination processing procedures are followed.

Special Provisions for Sick Leave for Certain Law Enforcement Classes

Beginning in calendar year 1998, three classes in Bargaining Unit 611, Deputy Sheriff (Item #2708),
Deputy Sheriff Trainee (Item # 2707), and Deputy Sheriff IV (ltem #2712), are authorized to accrue a
maximum of 96 hours of Sick-100% (LAO11), subject to the same service requirements as other
employees accruing 96 hours per year:

Sick Leave Years of Service Sick Leave Maximum Hours
0-1 80
More than 1to 4 88
More than 4 96

Note, however, that employees in these classes accruing 64 hours as of 12/3/97 began to accrue a
maximum of 96 hours in calendar 1998. In addition, employees in these classes received a one-time only
allotment of 16 hours of 100% Sick Leave (011), which were posted to their CWTAPPS Leave
Balance/Adjustment Screens (LBAL) on June 30, 1998.
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Also, beginning in calendar 1999, employees in the classes of Sergeant (Item 2717) and Lieutenant (Item
#2719) are authorized to accrue a maximum of 96 hours of Sick Leave each calendar year.

Lastly, beginning in February 2000, District Attorney Investigators (Items 2889, 2890) receive two
additional days (up to 10 days) in calendar year 2000 and two additional days (to 12) in 2001 and
thereafter.

Effective January 1, 2001, Lieutenant, DA (2894) and Supervising Investigator, DA (2891) accrue a
maximum of 12 days of Sick Leave in calendar 2001 and thereafter.

14. SICK LEAVE SUBSTITUTION PATH

E-HR searches through the employee’s balances of available sick time in accordance with the order of
search specified by e-HR screen LPET. To make input easier, e-HR has been designed so that only one
Event Type, 011, needs to be entered most of the time with few exceptions. The system then searches
through the employee’s balances of available sick time in accordance with the order of search specified
by the Leave Substitution Path.

The following tables illustrate the sequence e-HR uses for Sick Leave. There are separate substitution
paths for MegaFlex and Non-MegaFlex employees because the types of Sick Leave that may be used are
different for these two categories of employees. Listed below are Substitution Decision Tables for
MegaFlex and Non-MegaFlex employees. The top part of each table shows the various leave types that
an employee or payroll staff may record on a timesheet (TIMEI); the bottom part of the table shows the
various leaves that e-HR will substitute to cover the absence time.

Note: “Exempt Leave” is a system construct designed to ensure that Exempt Salaried employees are not
docked for less than full-day absences. Exempt Leave is also assigned by e-HR to 9/80 or 4/40 Exempt
employees using eight hours of Holiday time, it may also be assigned to Exempt employees observing
County holidays for more than an eight-hour day.

Note also that Sick Leave never substitutes to any other kind of leave (and conversely, the system never

substitutes any other kind of leave to Sick Leave). An exception to this is when MegaFlex employees use
Event Type 004.
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MEGAFLEX EMPLOYEES SICK LEAVE (004) SUBSTITUTION DECISION TABLE

LEAVE RECORDED ON THE TIMESHEET

MegaFlex Sick (004) ‘ X

ORDER OF LEAVE SELECTION BY E-HR

Donated Sick 1
Sick-100% 2
Sick - MTA Atty 3
Pre-86 Sick 4
Pre-71 Sick 5
Non-Elective Leave 6
Non-FLSA CTO 7
Exempt Disaster CTO 8
FY 93 Non-FLSA CTO 9
FY 93 FLSA CTO (Straight) 10
ORDER OF LEAVE SELECTION BY E-HR
FY 93 FLSA CTO (Prem) M
Protective Comp Time 12
Vacation 13
Vacation in Lieu of Pay 14
Holiday 15
Elective Leave 16
Exempt Leave 17

NON-MEGAFLEX EMPLOYEES SICK LEAVE SUBSTITUTION DECISION TABLE

EVENT TYPE RECORDED ON TIMESHEET

Sick (011) X | -1 -1-1-1-1]-]-

Sick — Personal (112) S I " N R I D I

Pre-86 Sick (009) e e '

Pre-71 Sick (113) B e e 4

Sick 65% (162) oI - - -T-7T-

Sick 50% (164) 1 ' I D I

Continuous Part Pay Sick 65% (163) - - - - X | - - -

Continuous Part Pay Sick 50% (165) | - | - | - | - | - | X | - | -

ORDER OF LEAVE SUBSTITUTION SELECTION BY e-HR

Donated Sick (006) 2

Sick-100% (011)

Pre-86 Sick (009)

WiN | =
1
1

Pre-71 Sick (113)

Sick-65% (162)

ajunn|lphlw| =
1
1
1
1
b W|IN
i |pIwWIN

Sick-50% (164)

Continuous Part Pay 65% (163) S O A
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ORDER OF LEAVE SUBSTITUTION SELECTION BY e-HR

Continuous Part Pay 50% (165) - - - -1 211 - -
Exempt Leave (019) 7141312321717
SWOP (124) 8 - 4 13|43 8 | 8
AWOP (027) s - - -] -] -] -

Note: The Substitution path stops at Exempt Leave (019) for employees eligible for Exempt Leave. E-HR
will bypass Exempt Leave (019) for employees not eligible for Exempt Leave and the Substitution would
continue to SWOP or AWOP.

B. VACATION NON-MEGAFLEX
(Refer to County Code 6.18)

INTRODUCTION

Eligible non-MegaFlex employees earn Vacation Leave on an accrual basis each pay period. This leave is
depicted in e-HR as Leave Category LVO21. The first part of I.B. describes how this Vacation time is
accrued and used.

However, there are some employees in certain classes that are subject to unique provisions regarding
the way they earn Vacation; they include: Ocean Lifeguards and certain Superior Court employees.
Vacation for these employees is depicted in e-HR also as Category Code LV021, and the processes are
described below in Section |. B. 6, Special Vacation Provisions.

In addition, there are certain paid leave provisions that serve the same purposes as Vacation but are
earned in lieu of or in addition to Vacation.

Vacation in Lieu of Pay, (VILOP) depicted in e-HR as Category Code LV094, is special vacation that was
accrued by some employees during a budget crisis in the early 1990’s. This vacation type is no longer
being accrued, but employees who earned it may still have unused balances. This vacation is described
in more detail below in Section |. B. 7.

Interns and Residents Leave is earned by employees in these jobs in lieu of Holiday and Vacation leaves,
and is depicted in e-HR as Category Code LV032. This leave is described in more detail below in Section |.
B.8.

Appraiser Leave is earned by represented Appraisers in the Assessor’s Department when they are
required to be absent from Los Angeles County. It is depicted in e-HR as Category Code LV0O31, and is
described below in Section I. B. 9.

Court Reporters’ and Court Clerks’ Leave depicted in e-HR as Category Code LVO41 and LV042,
respectively, which are earned by some Superior Court employees. See Additional Special Leave for
Certain Superior Court Employees in Section 1. B. 10 below.
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1. ELIGIBILITY FOR VACATION

Primary Job Basis

The accrual and usage of Vacation is based on an employee’s primary job.

Eligible Non-MegaFlex Employees are eligible to accrue and use Vacation if their primary job is:

=  Full time, permanent (A and N Sub Title)

=  Monthly Recurrent (B Sub Title)

= Daily Temporary (C Sub Title)

=  Monthly Permanent (D and Z Sub Title)

=  Monthly Temporary (M and O Sub Titles)

= Permanent part-time, as long as the part-time is at % time or more (U, V, W, X, and Y Sub Titles)

The Sub Title Table (STTL) in e-HR includes the Leave Policy (LPOL) for each Title and Sub Title
combination. The Leave Policy is used on all leave reference pages in e-HR to govern the eligibility of
leave categories and events, including the usage, accrual, accrual rate and other information. For
example, the Leave Policy Category (LPCT) reference page for each respective Category code, including
the Vacation Category code, would contain an entry for each Leave Policy that was eligible. Thus, for
example, Leave Policy LAAO1 on LPCT would list the Category code for Vacation as (LV021), indicating that
the Category is valid in some way for that leave policy. There are further breakdowns at the event level
on the Leave Policy Event Table (LPET) reference page that would control the usage and accrual within
each category.

Note that Sub Titles govern both accrual and usage. Thus, if an employee earns Vacation on a job with
one Sub Title and then changes to a job with an ineligible Sub Title, Vacation time originally earned
cannot be used; but it remains available for use should the employee change again to a job with an
eligible Sub Title.

Ineligible Employees

Those employees not eligible to accrue or use Vacation have the following kinds of primary jobs:

=  Hourly employees (F and H Sub Titles)

=  Per visit or per session (G or J Sub Title employees)

= Less than % time permanent employees (P, Q, R, S, and T Sub Titles)

=  County Officers (Department Heads, Elected Officials, Judges and Commissioners on L Sub Titles,
and department heads on any other Sub Title)

= Employees hired on a without-compensation basis

= MegaFlex employees
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NOTE: There is one exception to the usage of Vacation. While MegaFlex employees do not accrue
Vacation Leave, they can use Vacation that they earned and which remained unused before they entered
MegaFlex, and must use all of their previously accrued leave before they can use any of their purchased
Elective Leave (refer to County Code 5.27.35.B). There is no longer any prescribed usage sequence for
leave usage, other than the foregoing. For additional information about MegaFlex employees using
leave, see the sub-section |. C, MegaFlex Annual Leave below.

2. CURRENT ACCRUAL OF VACATION
(County Code 6.18.040)

Introduction

Vacation Leave, for non-MegaFlex employees who are entitled to earn this leave, is earned and accrued
each pay period based on qualifying hours recorded in each pay period. After the end of each pay
period, e-HR posts earned Vacation Leave hours to employee’s Leave Management (LEAVM) page. This
accrual process begins for new employees upon appointment to an eligible job; there is no waiting
period or minimum service requirement before accrual begins. However, County employees, except
Lifeguards, must complete one year of eligibility before they can use Vacation Leave. Vacation Leave that
has been earned in one pay period can be used in the next pay period unless the employee has less than
one year of eligibility.

The amount of Vacation an employee may earn each pay period or each calendar year increases as the
employee reaches certain milestones of County service.

Reserve Leave Eligibility Period

Reserve Leave is leave that, although accrued, is not available for usage by the employee. Prior to 2016,
new employees with less than one year of County service had Vacation hours posted to Reserve
Vacation, LRO21. Reserve Vacation hours were not eligible to be used. When the employee reached one
year of service the hours were transferred from Reserve Vacation (LRO21) to Vacation Leave (LV021)
where the hours were then eligible for usage.

Beginning with pay period ending January 15, 2016 and all pay periods after this date Vacation for all
employees will be accrued and posted to Vacation Leave - LV021. Therefore, Reserve Vacation — LR021
will no longer appear in LEAVM for years 2016 on. As part of the 2015 year-end process all existing
Reserve hours were move to LV0O21. There are no policy changes to the way Vacation is administered.

The e-HR Leave Progression Start Date (LPSD) will enforce the following:

=  When an employee is eligible to use Vacation
o Usage will be controlled by edits on the TIMEI and TADJ documents

=  When Vacation hours will appear on the Check Stub and in ESS
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However, Payroll staff will be able to view the Vacation hours for employees who have not met their one-
year eligibility period in e-HR.

Effective in 2010, earned Vacation leave time is posted for each pay period in hours and minutes, rather
than hours and fractions of hours.

Note: While County employees have a 12-month Reserve Leave Period, Superior Court employees have
only a 6-month Reserve Leave Period.

In addition, Lifeguards, BU 641, are not subject to “Reserve” vacation. Even though their LPSD is reset,
they can use accrued vacation as soon as they accrue it.

Overview

During each pay period, a specific accrual rate of hours and minutes of Vacation Leave is earned for
certain (active service) hours that are counted for leave accrual purposes. All of these hours are summed
each pay period then divided by the scheduled hours, then multiplied by an “accrual rate” to arrive at
the number of hours and minutes of leave that should be posted to an employee’s account. The “accrual
rate” is the maximum number of leave hours and minutes that are possible to accrue in one pay period.

Each pay period, eligible employees accrue vacation leave based on qualifying hours. If the employee has
unpaid leave that reduces his qualifying hours, he will receive a proportionate reduction in the vacation
leave accrual for that pay period. (Refer to e-HR Desk Procedure DP-LV-281-D, Manually Verify a Prorated

Accrual of Leave Benefits.

The active service hours that e-HR counts for Vacation accrual purposes are intrinsically the same for
both Covered and Exempt Salaried employees, although different terminology is used in the County
Code.

Qualifying hours include:

=  Regular hours worked or scheduled
=  Full and Part-Pay leave taken

=  Short Term Disability

=  Worker’s Compensation

The event types for hours indicating that certain benefits count toward qualifying hours are identified as
‘Include’ on LPET.
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Qualifying hours do not include:

= Unpaid absence (AWOP)
= Qvertime
= Regular Days Off (RDO) hours

Counting Hours (Calculating the Prorated Vacation Leave Accrual)

E-HR automatically prorates the Vacation accrual if the employee has a reduction in Qualifying Hours due
to an unpaid absence (AWOP). When manually verifying prorated accruals, the percentage of the accrual
amount is determined by dividing the actual hours worked by the scheduled work hours. Refer to e-HR
Desk Procedure DP-LV-281-D, Manually Verify a Prorated Accrual of Leave Benefits, for calculations.

For Daily Employees Earning Vacation:

Hours counted for leave accrual are those for which Daily employees are actually paid. Since there is no
work schedule for these employees, e-HR uses the least amount of full-time hours possible in a pay
period (72) as the scheduled hours. However, overall pay period and annual maximums are the same as
full-time employees.

Process Applicable to All Primary Jobs

Note that these processes are the same for all Vacation-eligible employees, regardless of their work
schedule or FLSA Status. Also, these processes were designed to use the same accrual rate for daily, and
monthly employees. However, the accrual amounts are reduced by the FTE percentage for part-time
permanent positions (1/2 time or greater).

Vacation Accrual Rates

Vacation Leave is earned based on Qualifying Hours (Input hours less unpaid hours (e.g., AWOP) divided
by Scheduled Hours) multiplied by the Vacation Pay Period Rate (hours and minutes).

Employees earn different amounts of Vacation each year based upon their eligibility years determined by
Leave Progression Start Date (LPSD). In addition, employees who are on 56-hour work schedules must
accrue more hours than 40-hour employees, in order to provide equivalent vacations. Because of these
earning variations, different Pay Period Rates are necessary. These various Pay Period Rates, and the
amount of Vacation earned annually are based LPSD, and shown in the following tables.

Effective with the pay period ending April 15, 2012, the new Vacation Pay Period Rate shall be indicated
below in hours and minutes per pay period.

Effective January 15, 2016, 40-hour employees shall accrue additional vacation time for 20 or more years
of active service. Vacation Pay Period Rates are as follows:
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Table 1: Vacation for All 40-Hour Employees

Vacation Years Vacation Pay Vacation Annual Maximum
of Service Period Rate Hours Earned

Less than 4 years 3:35 80

4 to less than 9 years 5:14 120
9 to less than10 years 5:35 128
10 to less than 11 years 5:55 136
11 to less than 12 years 6:16 144
12 to less than 13 years 6:37 152
13 to less than 20 years 6:58 160
20 to less than 21 years 7:19 168
21to less than 22 years 7:40 176
22 to less than 23 years 8:00 184
23 to less than 24 years 8:21 192
24 years or more 8:42 200

Maximum Carryover = 480 Hours
Maximum In-Service Payout =160 Hours

Maximum Carryover for 40-Hour Employees in Bargaining Units (BUs) 601, 602, 641, 642 = 320 Hours

Effective with the pay period ending April 15, 2012, the new Vacation Pay Period Rate for Probation 56-
Hour Employees shall be indicated below in hours and minutes per pay period.

Effective January 15, 2016, Probation 56-hour employees shall accrue additional vacation time for 20 or
more years of active service. Vacation Pay Period Rates are as follows:

Table 2: Vacation for Probation 56-Hour Employees

Vacation Years Vacation Pay Vacation Annual
of Service Period Rate Maximum Hours Earned

Less than 4 years 4:58 12

4 to less than 9 years 7:19 168

9 to less than 11 years 8:22 192

11 to less than 13 years 9:24 216
13 to less than 20 years 9:45 224
20 to less than 21 years 10:14 235
21to less than 22 years 10:42 246
22 to less than 23 years 11:14 258
23 to less than 24 years 1:42 269
24 years or more 12:11 280
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Maximum Carryover = 672 Hours
Maximum In-Service Payout = 224 Hours

Effective with the pay period ending April 15, 2012, the new Vacation Pay Period Rate for Fire Department
56-Hour Employees shall be indicated below in hours and minutes per pay period.

Effective January 15, 2016, Fire Department 56-hour employees shall accrue additional vacation time for
20 or more years of active service. Vacation Pay Period Rates are as follows:

Table 3: Vacation for Fire Department 56-Hour Employees

Vacation Years Vacation Pay Vacation Annual Maximum
of Service Period Rate Hours Earned
Less than 4 years 6:32 144
4 to less than 10 years 8:27 192
10 to less than 12 years 9:40 216
12 to less than 20 years 10:46 240
20 to less than 21 years 10:58 252
21to less than 22 years 11:30 264
22 to less than 23 years 12:00 276
23 to less than 24 years 12:32 288
24 years or more 13:03 300

Maximum Carryover = 480 Hours
Maximum In-Service Payout = 240 Hours
Maximum Accrual = 720 Hours (for BUs 601, 602, 641, 642)

Vacation Maximum Accrual

As indicated by the preceding tables, the maximum amount of Vacation Leave that an employee can
earn per calendar year is based on the employee’s LPSD Vacation Years of Service and whether the
employee is on a 40-hour or a 56-hour work schedule.

For example, during their first four years of service, employees accrue a maximum of 80 hours (or 112,
144 hours for 56-hour employees), and after their fourth year, they earn increasingly greater numbers of
hours, as reflected in e-HR. These changes in pay period rates are automatically made by e-HR, which
checks each pay period to see if there is a change in the employee’s years of service based on the
employee’s (LPSD). If the employee’s LPSD falls within the pay period, and if the employee has
completed one of the service milestones as included in the above tables, then e-HR accrues Vacation
until the higher level maximum is reached in the calendar year renews at the beginning of the next
calendar year.
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Note that for certain employees in departments who worked for cities or agencies that were eventually
absorbed by the County, the LPSD is based on the employee’s leave benefit eligibility date with the
former agency as approved by the Board of Supervisors.

Also, note that, as indicated above, there are no longer any separate systems for determining Vacation
for temporary or monthly permanent, part-time employees. If these employees are eligible for Vacation
based on their Sub Title, then they accrue Vacation Leave in the same way, and with the same
maximums and pay period rates as permanent full-time monthly employees. They simply accrue less
Vacation Leave over the same span of time because they work fewer hours.

Work Schedule Changes That Affect Vacation

Changing Between 4/40, 5/40, and 9/80

Changing work schedules between 4/40, 5/40, or 9/80 does not affect the accrual of Vacation for an
employee; these schedules all provide 40-hour workweeks, all of which use the same accrual table, as
indicated above.

Changing to and from 56-Hour Workweeks

Changing from a 40-hours to a 56-hours workweek, or changing from a 56-hour workweek to any of the
40-hour work schedules does affect the Vacation accrual process. This is because one hour of Vacation
for a 40-hour employee equates to more than one hour for a 56-hour employee to provide equivalent
benefits. Thus different (higher) pay period rates must be used to achieve this for the 56-hour
employees, as shown in the tables above.

Changing an Individual’s Work Schedule from a 40-Hour to a 56-Hour Schedule or Vice-Versa

The Vacation pay period rate is governed by Sub Title and LPOL. Employees on the same titles may work
either 56 or 40-hour work schedules. The two salient examples are:

1. Titles in the Probation Department, such as DPO I, where incumbents usually work a 40-hour
week but may be assigned to a 56-hour week in a Probation Camp.

2. Titles in the Fire Department, such as Fire Captain, where incumbents usually work 56-hour
weeks but may be assigned to a 40-hour week.

For example, while some DPO I's are assigned to camps, the majority of incumbents in this class are

assigned to a 40-hour work week, and thus the primary leave policy for this item is based on a 40-hour
work week.
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But an individual employee may need to have a different Work Schedule (e.g., 56-hour) and
corresponding leave policy than that specified for the employee’s Title and Sub Title. This is
accomplished by using the override described below.

Overriding the Normal Work Schedule Using the Employee Status Maintenance (ESMT)

The ESMT or FESMT document can be used to override an employee’s normal work schedule and leave
policy. Department Payroll Clerks and Timekeepers will have limited access through the FESMT
document to update the Work Cycle, Leave Policy, and other fields. Once the FESMT is correctly
modified, the system will automatically convert leave accrual hours in the same pay period for qualifying
leave balances. Refer to e-HR Desk Procedure DP-LV-182-D, Converting a 40 Hour Employee to 56 Hour

Employee.

(Also see following Sections)

Changes to Vacation Balances on Leave Management (LEAVM)

Just as an employee on a 56-hour workweek needs to accrue more Vacation Leave (which is
accomplished by accruing at a higher rate), Vacation Leave that has already been accrued needs to
correspond to the work schedule.

For example, an employee assigned to a 40-hour workweek and who has accrued 40 hours of Vacation
will need 56-hours of Vacation to provide an equivalent benefit if the employee is changed to a 56-hour
week, or if a 56-hour employee has accrued 28 hours of Vacation Leave and is then changed to a 40-hour
work week, the employee will need only 20 hours of Vacation to have an equivalent benefit.

E-HR automatically makes the required conversion of Vacation Leave that has already been accrued and
remains as an unused balance on employees’ Leave Balance record. This automatic conversion is
triggered by a change to the employee’s Leave Policy. Refer to e-HR Desk Procedure DP-LV-182-D,
Converting a 40 Hour Employee to 56 Hour Employee.

Changes from Daily Temporary to Permanent Status

E-HR uses the employee’s Leave Progression Start date (LPSD) and Leave Policy (LPOL) to determine the
Pay Period Rate of accrual for Vacation Leave and the various annual maximum hours. The LPSD is
automatically populated at the time of hire, and will be the same as the Original Appointment Date,
regardless of Sub-Title (A, C, F, etc.).

When a Daily or Hourly employee promotes to a full-time Monthly Sub-Title, the LPSD must be changed
to the ‘From’ date of the Monthly position. This ‘new’ LPSD can be considerably later than the previous
LPSD that was established for the Daily position. Thus the employee, who was previously accruing Sick at
a higher accrual rate due to an earlier LPSD, will start accruing Vacation as if the employee is newly hired.
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To ensure that the employee continues to earn Vacation Leave at the correct accrual rate an evaluation
must be performed by the Payroll staff to determine if the ‘new’ LPSD should be adjusted. Department
payroll staff must evaluate the employee’s work hours for 6 consecutive months prior to the Job
Appointment Date of the full- time Monthly position. For each 6 consecutive months the employee
worked the equivalent of a full-time work schedule, then the LPSD should be adjusted 6 months earlier.
A full-time work schedule is an average of 160 hours per month for six consecutive months.

The work hours’ evaluation should be repeated for each 6 consecutive months prior to the full time
Monthly position. Continue the evaluation until 160 hours per month is not met. Any remaining months
less than six months does not need to be evaluated.

Upon completion of the evaluation adjust the Leave Progression Start date (LPSD) 6 months earlier, for
each consecutive six months the employee worked the full-time schedule. The Leave Progression Start
date is overridden on the Employee Status Maintenance Document, ESMT, in the EPM activity screen in
e-HR. Whenever making a change to the Leave Progression Start date, it is mandatory to insert a
‘Document Comment’ on the ESMT to explain why the change took place. In this case the ‘Document
Comment’ should contain the employee number who conducted the work-hours evaluation and the
From and To dates the employee worked the full-time schedule. If document attachments are
supported, the worksheet used to determine the leave progression should be attached to the ESMT.

Notes:
= All date-based leave eligibility rules are driven by the Leave Progression Start Date (LPSD).

®  Failure to maintain the appropriate date on the ESMT may result in incorrect benefit accrual.

= Each Sub-Title is assigned a Leave Policy which is based on County Code, MOU, FLSA, and Fringe
Benefit language.

= Recurrent clerks who hold Sub-Titles B or E have layoff rights to have their Leave Progression
Start date adjusted.

CASE STUDY: Two Daily employees are hired on December 01, 2014. Both employees are appointed to a
full-time permanent position effective May 20, 2016.

Department payroll staff must evaluate the employee’s work hours for 6 consecutive months prior to
05/20/2016, the Job Appointment Date of the full- time permanent position.

= First 6-month evaluation period: 05/20/2016 back through 11/20/2015.
= Second 6-month evaluation period: 11/19/2015 back through 05/19/2015.

=  The remaining months from 05/18/2015 through 12/01/2014 does not need to be evaluated
because it is less than six months.
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Example 1: Employee with one 6-month evaluation period.

In the First 6-month evaluation, the employee did not work 160 hours per month. The evaluation is
complete when 160 hours is not met in a month.

The LPSD for this employee must be set as 05/20/2016, the Job Appointment Date of the full-time
permanent position

Example 2: Employee with two 6-month evaluation periods.

In the First 6-month evaluation, the employee did work 160 hours per month. The employee’s LPSD is
eligible to be changed from 05/20/2016 to 11/20/2015, six months earlier.

The evaluation is repeated for the second consecutive 6-month evaluation period.

In the second consecutive 6-months: The employee did work 160 hours per month. The employee’s LPSD
is eligible to be changed to 05/20/2015, a year earlier because the full-time work schedule was met in
two 6-month evaluation periods.

The evaluation is complete because the remaining months from 05/20/2015 back through 12/01/2014
are less than six months and does not need to be evaluated.

Upon completion of the evaluation, the ESMT is modified with a Leave Progression Start date of
05/20/2015. A ‘Document Comment’ is inserted showing the employee number who performed the
evaluation and the To and From dates the employee worked the full-time schedule.

Example of Document Comment: "This employee worked full-time from 05/20/2016 back through
05/19/2015. This evaluation was performed by E123456."

For more information, refer to County Code 6.04.040.

Job Changes Affecting Vacation

Job changes generally do not affect the accrual of Vacation unless the employee moves from a non-
MegaFlex title to a MegaFlex title or to another ineligible job, in which case the employee ceases to earn
Vacation. All accrued leave is based on the leave policy in effect as of the pay period end date. If a job

change is done mid pay period, the employee will accrue all hours for that pay period based on the new
title and sub-title.
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3. RETENTION OF EARNED AND UNUSED VACATION

Overview

While employees continue to earn and use Vacation throughout the year, sometimes an employee may
not use all Vacation earned during a year. This Vacation is not lost, but rather the balance is retained to
the following year. In e-HR, the Vacation Category (LV021) is Inception to Date. This implies that the
balance is continuous from one year to the next and balances are not reflected as deferred in e-HR.

Effective with the pay period ending April 15, 2012, an employee cannot carryover more than 480 hours
of Vacation hours across calendar years. Vacation time in excess of 480 hours shall be paid at the
employee’s workday rate of pay in effect on the last day of the calendar year. Thus, if an employee who
accrues vacation hours per year carries over 480 hours in January, continues to earn vacation and does
not use any vacation by the end of the calendar year, the employee will be paid for 160 hours (640 hours
minus the 480-hour carryover limit) in January of the following year. The employee will then begin with
a vacation balance of 480 hours effective January 1 of the following year.

Effective with the pay period ending January 15, 2016, a 40-hour employee cannot carryover more than
480 hours of Vacation hours. Vacation time in excess of 480 hours to maximum of 160 hours shall be
paid at the employee’s workday rate of pay in effect on the last day of the calendar year. All departments
must monitor their employees with 20+ years of service and schedule them to take vacation time off in
order to stay under the carryover threshold after the in-service payout of 160 hours. Not all departments
authorize such payouts and employees may be required to use their time.

End-of-the-Year Housekeeping

Refer to the following section.

Limits on Accumulation of Unused Vacation

Maximum Vacation Hour Accruals

Maximum Vacation accruals for most non-Megaflex employees are limited to 480 hours pursuant to
County Code 6.18.080.F. However, some exceptions to these maximum accruals for Fire and Lifeguard
safety personnel are found in County Code 6.18.080.H and applicable bargaining unit MOUs. Refer to the
Carryover Exceptions section below for further information.

In e-HR, any hours over the maximum identified for each classification are identified as “excess” and
must be used by the end of the calendar year. As Vacation hours are used, the hours are displayed as

“Used” (021) and the Vacation Category balance is reduced accordingly. Note also that the Vacation
Category balance is also increasing as Vacation is earned during the year.
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Excess Vacation hours that must be used before the end of the year are reported to departments via an
e-HR report and identified (as “Excess”) on the affected employee’s paystubs each payday.

Payment for Unused Excess Vacation Hours

If an employee does not use the excess hours shown on the paystub by the end of the calendar year, e-
HR automatically pays the employee for hours in excess of the maximums provided for in the County
Code or applicable MOUs. Payment for excess vacation time will be at the employee’s Workday Hourly
Rate effective on 12/31, and reduces the employee’s Vacation balances on Leave Management
accordingly. The Vacation Buyback event type (LK0O21) is reflected in LEAVM/Employee Leave Activity tab.
This determination and payment is usually executed by e-HR on the last payday for January to ensure
that all time adjustments for the prior year have been reflected on the Timesheet (TIMEI) document.

Note: The maximum carryover for 40-hour employees is 480 hours; 672 hours for 56-hour Probation
employees. The maximum in-service payout for excess vacation time is 160 hours for 40-hour employees
and 224 for 56-hour probation employees. Fire Fighters and lifeguards have different carry over and
payoff provisions. Refer to Carryover Exceptions below for further details.

Note that excess Vacation that will be paid on January 30 will still be reported as excess on the
employee’s pay stubs on January 15; the pay stub for January 30 will reflect the Vacation Category
balance after payment.

E-HR prepares the “Auto Year-End Leave Pre-Process Report” after year-end processing. The report
provides leave balance adjustments to be processed. The report identifies hours that are paid out and
hours that are rolled over to the current year based on the leave category balance as of 12/31/xxxx.

This report is available in RMS as follows:

= Search — Drawer: Leave Reports — Report-ID: Auto Year-End Pre-Process; Select
Department/Unit/Leave Policy.

Example 1: At the beginning of 2015, a 40-hour employee, has a Vacation Category balance of 460
hours. As a long-time employee, they earn 160 hours during 2015, but only takes off 40 hours of Vacation
during the year. At the end of 2015, e-HR displays the Vacation Category balance hours of 580 (460 plus
160 accrued hours minus 40 hours used). At the beginning of 2016, e-HR reflects a Vacation Category
balance of 580, which is 100 hours over the 480-hour maximum. Thus, the employee will be paid for 100
hours of excess vacation on January 30, 2016 and the vacation balance will reflect 480 hours of vacation
plus any vacation time accrued in 2016.

Example 2: An employee is a regular 40 hour/week employee with 25 years of County service who earns
vacation leave. On January 1, 2016, the employee has a vacation leave balance of 480 hours. During the
2016 calendar year, they will earn 200 hours of vacation leave. By the end of 2016, they will have a total
of 680 hours if they do not take any time off. The employee’s maximum carryover limit of vacation time
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is 480 hours. The employee’s department elects to not pay their employees in-service for hours accrued
above the carryover threshold. The employee’s department must order the employee to take off 200
hours (25 days) of vacation leave before the end of the 2016 calendar year, in order to stay under the
480-hour maximum vacation carryover threshold.

Carryover Exceptions

Beginning on December 31, 2005, and continuing on December 31 of each year thereafter, employees in
the following groups are compensated in the end-of-the-year housekeeping process for all Vacation
hours accrued over the maximum amounts shown at the workday rate in effect on 12/31:

Class Group Maximum Hours
Safety Fire Fighting classes, 56 hour 480
Safety Fire Fighting classes, 40 hour 320
Permanent Ocean and Lake Lifeguards 320

Note: Employees in these classes who, on December 31, 2005, had balances in excess of certain numbers
of Vacation hours, as shown on the chart below, were not compensated for the excess hours. Instead,
the excess hours were added to the employees’ “Banked” Vacation time, which the employees could
then use or receive payment for upon termination. To use this time in e-HR, there is a unique Event
Type, Bank Vacation, 082, which is entered on TIMELI. The following chart indicates the number of
Vacation hours in excess of which the hours were added to the employees’ records for Vacation time:

12/31/2015
Class Group Maximum Hours Over Which
Time Was Banked
Safety Fire Fighting classes, 56 hour 720
Safety Fire Fighting classes, 40 hour 480
Permanent Ocean and Lake Lifeguards 480

Management Direction to Use Excess Vacation Hours

E-HR prepares a semi-monthly “Leave Balance Excess Report” for each department indicating employees
having excess time. This report is a COGNOS, Scheduled, Semi-Monthly report that can be accessed in
mylacounty.gov in e-HR — Reports. Departments use this report to identify employees that they need to
direct to take excess Vacation off before the end of the year rather than allow them to be paid because
of budget restrictions, etc. (Refer to the May 23, 2016, memo from Sachi Hamai, CEQ, to Department
Heads, Administrative Deputies and Departmental Human Resources Managers.)

Departments notify affected employees as early in the year as possible so that both the employee and
the department can schedule the time off which will allow for minimal impact to the delivery of public
service. Note that excess hours may increase as the year progresses, so departments and employees
should forecast hours accordingly.

Page 51 of 471



CHAPTER | — LEAVE OF ABSENCE

Maximum Hours Exception for Mega