STATE OF CALIFORNIA
    Arnold Schwarzenegger, Governor

[image: image1.png]



MILITARY DEPARTMENT

OFFICE OF THE ADJUTANT GENERAL

9800 Goethe Road - P.O. Box 269101 

Sacramento, California 95826-9101 


CARSD-SP








           23 September 2005

MEMORANDUM FOR All State Civil Service Employees

SUBJECT:  State Personnel Programs Policy Memorandum # 2005-24

                    Hurricane Relief Leave Program


1.  The Department of Personnel Administration (DPA) has notified us that we are authorized to grant paid leave for qualifying State employees that have volunteered to work on specific disaster relief missions related to the recent hurricanes.

2.  A Fact Sheet is attached that provides specific information regarding the 40 hours of administrative time off and matching leave time that can be authorized provided your supervisor approves the time off and you are participating in an approved relief program.  

3.  If you wish to participate in this program, please submit a written request to State Personnel through your Supervisor with the name of the relief or service agency that you will be working with and the dates you will be gone.  

4.  Documentation from a relief or service agency certified by the Governor's Office of Emergency Services will be required to be eligible for this program. Information on certified organizations can be found on the web at www.csc.ca.gov and www.oes.ca.gov.  

5.  Once your participation in this program has been approved, code your time sheet as "ATO" (up to 40 hours) and in Section 8 of the time sheet explain which vacation, annual leave or CTO hours were used for the time to be matched by the State (up to 50 additional hours).  All totaled, 140 hours away from work can be approved to participate in the hurricane relief and recovery efforts.

6.  If you have any questions, please contact Patricia Ivashin in State Personnel Programs at (916) 854-3683.

FOR THE ADJUTANT GENERAL:
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Enclosure
JAMES L. BERDAN

as
LTC, USAR Retired


Director, State Personnel Programs
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