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 


CAJS-SP







                           8 December 2005

MEMORANDUM FOR ALL STATE CIVIL SERVICE AND STATE ACTIVE DUTY EMPLOYEES

SUBJECT:  State Personnel Programs Policy Memorandum # 2005-31


       Holiday Informal Time Off (ITO)
1.  To recognize State Civil Service and State Active Duty employees for their efforts this year and to allow employees an opportunity to fully celebrate the Christmas/New Year’s holiday, the Governor has authorized ITO based on the following:

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

b. Part-time employees who work less than ¼ time will be permitted one hour ITO; part-time employees who work more than ½ time will be permitted four hours of ITO.

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

2.  The paid ITO will be either Friday, December 23, or Friday, December 30.  These hours should be used to offset the total number of leave hours charged for the day.  Employees who are required to work on those days should use their ITO prior to 30 June 2006.

3.  FLSA (Federal Labor Standards Act) - exempt employees may either combine their ITO with paid leave to equal a full day off or leave early after working a partial day.  Employees must report ITO on the Absence Report time sheet for SCS employees and the Report of Duty for SAD service members.

4.  If you have any questions regarding holiday informal time off, please call Barbara Appel at (916) 854-3680 for SCS employees and CW4 David Tollefson at (916) 854-3678 for SAD employees.
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