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14 December 2004

MEMORANDUM FOR All State Civil Service Employees and State Active Duty (SAD) Service



Members

SUBJECT: State Personnel Programs Policy Memorandum #2004-17


       Holiday Informal Time Off – 2004

1. To recognize State Civil Service and State Active Duty employees for their efforts this year and to allow State employees an opportunity to fully celebrate the Christmas/New Year’s holiday, the Governor has authorized informal time off for employees based on the following:

a. Full-time employees will be permitted four hours of informal time off.

b. Part-time employees who work less than ¼ time will be permitted one hour informal time off; part-time employees who work ½ to ½ time will be permitted two hours of informal time off; and part-time employees who work more than ½ time will be permitted four hours of informal time off.

c. Intermittent employees who work 1-43 hours during the month of December will be permitted one hour of informal time off; intermittent employees who work 44-87 hours will be permitted two hours of informal time off; and intermittent employees who work 88 hours or more will be permitted four hours of informal time off.

2. The informal paid time off will be either Friday, 24 December or 31 December 2004, the hours of informal time off should be used to offset the total number of leave hours charged for that day.  Employees who are required to work on those days should use their informal time off prior to 30 June 2005.

3. If civil service employees have leave scheduled for 24 December or 31 December 2004, the hours of informal time off should be used to offset the total number of leave hours charged for that day.  Employees who are required to work on those days should use their informal time off prior to 30 June 2005.

4. If you have any questions regarding holiday informal time off, please call Barbara Appel at (916) 854-3717 for SCS employees and CW4 Dave Tollefson at (916) 854-3678 for SAD employees.
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