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1.0 PURPOSE 

 
1.1 The purpose of this policy is to establish uniform guidelines and procedures for use in the 

administration of the Orange County Sanitation District's (OCSD’s) leave-of-absence with 
pay program. 

2.0 ORGANIZATIONAL UNITS AFFECTED 

 
2.1 All regular OCSD employees. 

3.0 DEFINITIONS 
 

3.1 Paid Administrative Leave is OCSD mandated leave from the workplace that has been 
determined based on known facts to be (1) in the best interests of OCSD and (2) 
necessary to maintain the wellbeing, safety, security, or protection of any OCSD 
employee or citizen, OCSD property, or OCSD resources, or otherwise required by 
federal or state law. 
 

3.2 Families First Coronavirus Response Act is a temporary Federal law enacted in 
response to the COVID-19 pandemic to reduce the impact of the virus on American 
families. The Act includes expanded provisions for Paid Sick Leave and the Families 
Medical Leave Act (FMLA). The Act is scheduled to sunset on December 31, 2020.  

1.0 POLICY 

 
4.1 Vacation Leave.  Except as otherwise provided, regular full-time employees accrue 

vacation leave in accordance with the following schedule:  
 

Years of Service Hours-Biweekly Hours-Annually 

In years 0 through 4 3.08 80 

In years 5 through 10 4.62 120 

In year 11 4.93 128 

In year 12 5.24 136 

In year 13 5.54 144 

In year 14 5.85 152 

In year 15 6.16 160 
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In year 16 6.46 168 

In year 17 6.77 176 

In year 18 7.08 184 

In year 19 7.39 192 

In years 20 and over 7.69 200 

 
4.1.1 Vacation leave begins to accrue after a new employee has completed six (6) 

months of continuous service.   
 

4.1.2 After the first six (6) months of service, the employee’s account will be credited 
with forty (40) hours.  After that time, the employee will accrue vacation hours 
consistent with the above chart.  

 
4.1.3 Vacation leave may only be utilized in increments of one-half (0.5) hour or more.   

 
4.1.4 Vacation leave is accrued for all paid hours, including hours actually worked and 

hours in a paid-leave payroll status.   
 

4.1.5 When unpaid absences occur, vacation leave accruals will be applied by straight 
proration of leave accruals based on the number of hours actually worked, and is 
applicable to all types of leave, whether legally protected or not.  

 
4.1.6 Employees may have a maximum accumulation of two hundred (200) hours as of 

the last day of the final pay period in December of each year.  In the event an 
employee accrues vacation leave in excess of two hundred (200) hours, it must 
be used prior to the December date, all other remaining hours in excess of two 
hundred (200) will be paid to the employee in the first pay period in January at 
the employee’s then current hourly rate of compensation. 

 
4.1.7 Management shall make a reasonable effort, considering the operational needs 

of OCSD, to accommodate all employee requests for vacation leave.  Vacation 
leave should normally be requested at least two (2) weeks in advance to 
increase the likelihood of submitted dates being approved.  However, in the 
event unforeseen circumstances prevent such advance notification, employees 
may request vacation leave with as little as one (1) days’ notice.   

 
4.1.8 Preference among employees who request time off at least six (6) months in 

advance shall be based on seniority.  Requests received less than six (6) months 
in advance shall be scheduled in the order received.  Further guidelines for 
vacation leave are outlined in applicable Memorandums of Understanding 
(MOU). 

 
4.2 Sick Leave. Sick leave is an insurance or protection provided by OCSD to be granted to 

employees in circumstances of adversity to promote the health and welfare of the 
individual employee. Sick leave is defined as the absence from duty of an employee 
because of a bona fide illness, injury, or pregnancy, or to attend to the illness or injury of 
a family member as hereinafter defined.  

 
4.2.1 Sick-Leave Accrual.  Full-time employees hired prior to November 27, 1981, 

accrue paid sick leave at the rate of three and one-half (3.5) hours for each 
biweekly pay period of continuous service (ninety-one [91] hours per year).   
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4.2.2 Full-time employees hired on or after November 27, 1981, accrue paid sick leave 

at the rate of three (3.0) hours for each biweekly pay period of continuous service 
(seventy-eight [78] hours per year), beginning with the first day of employment.  

 
4.2.3 Part-Time (or Non-Full-Time) employees employed for at least 30 days will be 

eligible to accrue sick leave.  Sick leave shall accrue at the rate of one (1) hour 
for every thirty (30) hours worked and shall carry over to the following year. 
Accrual of sick leave shall be capped at forty-eight (48) hours or six (6) days per 
year.  Part-Time (or Non-Full-Time) employees may use up to twenty-four (24) 
hours or three (3) days hours of sick leave per year commencing on the 90th day 
of employment in accordance with Assembly Bill 1522.   

 
 

4.2.4 When unpaid absences occur, sick leave accruals will be applied by straight 
proration of leave accruals based on the number of hours actually worked, and is 
applicable to all types of leave, whether legally protected or not. 

 
4.2.5 Sick-Leave Credit.  A full-time, regular employee shall be granted pro rata sick-

leave credit during any pay period in which he/she is absent without pay.  A part-
time, regular employee shall not be granted sick-leave credit during any period 
he/she is absent without pay on his/her regular working day.  In the event an 
employee is required to work part-time by direction of his/her physician, sick-
leave credit shall be prorated, except that sick leave shall continue to accrue if an 
employee is absent due to an injury arising out of or in the course of his/her 
employment and is entitled to Workers’ Compensation benefits. 

 
4.2.6 Annual Payoff.  Employees may elect annually to be paid for any unused sick 

leave hours accrued through the end of the last pay period ending in October at 
their current hourly rate according to the following payoff schedule or as specified 
by an employee’s affiliated bargaining unit Memorandum of Understanding 
(MOU). 

 

Accrued Sick Leave Hours Rate of Payoff 

0 – 100 hours 0% 

101 to 240 hours 25% 

241 to 560 hours 35% 

Over 560 hours 50% 

 
4.2.7 Employees who separate for any reason other than retirement or death shall be 

compensated for any accrued and unused sick leave according to the above 
schedule.   

 
4.2.8 Employees who retire or decease shall be paid a percentage of all accrued and 

unused sick leave based on years of service as follows: 
 

Years of Service Rate of Payoff 

Less than 20 years of service 75% 

20 or more years of service 100% 
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4.2.9 Sick Leave Incentive Plan.  The Sick Leave Incentive Plan applies to Executive 

Management Team (EMT) members, Managers, Supervisors and professional-
level employees.  The Plan is administered on an individual Group basis.   
 

4.2.10 If the average sick leave usage of employees in a Group is under forty (40) hours 
per year, calculated on annualized actual time off during the period November 1 
to October 31 exclusive of catastrophic illness or injury requiring absence in 
excess of two hundred (200) hours or industrial injury leave in excess of eighty 
(80) hours, the annual payoff for unused sick leave will be made according to the 
following table or as otherwise stipulated in a prevailing MOU. 

 

Accrued Sick Leave Hours Rate of Payoff  

0-100 15% 

101-240 45% 

241-560 60% 

Over 560 (mandatory) 75% 

 
4.2.11 Permissible Uses.  Sick leave may be applied only when: 

 
4.2.11.1 The employee is physically or mentally unable to perform his or her 

normal functions due to illness, injury, or a medical condition. 
 
4.2.11.2 The absence is for the purpose of obtaining professional diagnosis or 

treatment for a medical condition of the employee or the absence is 
due to medical and dental office appointments of an employee when 
approved by the employee’s supervisor. 

 
4.2.11.3 The absence is for other medical reasons of the employee, such as 

pregnancy or obtaining a physical examination.   
 
4.2.11.4 The absence is for the care of the employee’s parent, step-parent, 

adoptive parent, father-in-law, mother-in-law, brother, step-brother, 
sister, step-sister, spouse, registered domestic partner, biological 
child, adopted child, step-child, foster child, legal ward, child of a 
domestic partner, grandchild, grandparent, foster parent, legal 
guardian, or any family member with whom the employee resides. 

 
4.2.11.5 The absence is due to a job-related injury.  

 
4.2.11.6 The absence is due to issues relating to domestic violence, sexual 

assault, or stalking, such as seeking services from crisis counselors 
or shelters, or from obtaining legal relief such as restraining orders or 
injunctions 

 
4.2.12 Protected Sick Leave.  As prescribed under California Labor Code section 233, 

employees may use up to one-half (1/2) of their annual sick leave accruals in any 
calendar year when: 
 
4.2.12.1 The absence is for the purpose of obtaining professional diagnosis, 

care, or treatment for an existing health condition of, or preventative 
care for, the employee. 
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4.2.12.2 The absence is for the purpose of obtaining diagnosis, care, or 
treatment for an existing health condition of, or preventive care for, 
the employee’s parent, step-parent, adoptive parent, foster parent, 
legal guardian, father-in-law, mother-in-law, brother, step-brother, 
sister, step-sister, spouse, registered domestic partner, biological 
child, adopted child, step-child, foster child, legal ward, child of a 
domestic partner, grandchild, and grandparent. 

 
4.2.12.3 The absence is due to issues relating to domestic violence, sexual 

assault, or stalking, such as seeking services from crisis counselors 
or shelters, or from obtaining legal relief such as restraining orders or 
injunctions. 

4.2.13 General Provisions.  To qualify for sick-leave pay, the employee shall provide 
reasonable advance notification of their need to use accrued paid sick leave to 
their supervisor if the need for paid sick leave use is foreseeable (e.g., doctor’s 
appointment scheduled in advance).  As prescribed under the California Paid 
Sick Leave Law – for the first three (3) days of sick leave use, if the need for paid 
sick leave use is unforeseeable, the employee shall provide notice of the need 
for the leave to their supervisor as soon as is practicable.  After the first three (3) 
days of sick leave use, the employee must notify OCSD at or in advance of the 
time the employee is scheduled to report for duty. Minimum charge to the 
employee’s sick-leave account shall be one-half (0.5) hour and thereafter in one-
half (0.5) hour increments. 

 
4.2.14 Human Resources, along with the division management, shall be responsible for 

control of abuse of the sick-leave privilege. Except for the first twenty-four hours 
or three (3) days of sick leave use as prescribed under the California Paid Sick 
Leave Law, if notified in advance by a manager or supervisor, the employee may 
be required, at any time, to furnish a certificate issued by a licensed physician or 
nurse, or other satisfactory evidence of illness; however, for absences of ten (10) 
consecutive working days or more, a request for leave and a medical statement, 
on prescribed forms, stating expected date of return must be submitted to Human 
Resources.  Upon return to work, a written doctor’s release must be submitted to 
Human Resources.  For absences of one (1) or more working days in an unpaid 
status, a request for leave and a medical statement, on prescribed forms, stating 
expected date of return must be submitted to Human Resources. These 
requirements may be waived or reduced, at management’s discretion, for sick 
leave used in relation to COVID-19. 

 
4.2.15 Sick Leave Banks.  Sick Leave Banks are administered on an individual Group 

basis.  Employees represented by the International Union of Operating Engineers 
Local 501 for the Operations and Maintenance Unit (Local 501) who elect to bank 
sick leave accrued prior to the implementation of Personal Leave provisions may 
elect to use such time off for absence due to a bon a fide illness, injury, or 
pregnancy, or to attend to the illness or injury of an immediate family member.  
Employees represented by Local 501 who retire or die shall be paid at the 50% 
(fifty percent) rate for all Banked Sick Leave hours; an employee who separates 
shall be compensated for Banked Sick Leave as follows.     

  

Banked Sick Leave Hours Rate of Payoff 

0 - 100 0 percent 

101 - 240 25 percent 

241 - 560 35 percent 
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Over 560 50 percent 

 
4.2.16 If the need for leave is due to the employee’s serious health condition, as defined 

in the Family and Medical Leave Act (“FMLA”) or the California Family Rights Act 
(“CFRA”), the certification requirement shall comply with provisions of these Acts. 

 
4.3 Personal Leave.  Personal leave is provided to allow employees time off with pay for 

vacation, personal business and non-job-related illness or injury.  Personal leave is 
accrued by full-time employees for all paid hours, including hours actually worked and 
hours in a paid-leave payroll status, on a biweekly basis as follows unless otherwise 
stipulated by an employee’s affiliated bargaining unit MOU: 

 

Personal Leave 
Hours 

Years of Service 
Biweekly Annual 

0 through 1 3.08 80* 

2 through 4 5.38 140 

5 through 10 6.92 180 

11 7.23 188 

12 7.54 196 

13 7.85 204 

14 8.15 212 

15 8.46 220 

16 8.69 226 

17 8.92 232 

18 9.15 238 

19 9.38 244 

20 and over 9.62 250 

 
4.3.1 When unpaid absences occur, personal leave accruals will be applied by straight 

proration of leave accruals based on the number of hours actually worked, and is 
applicable to all types of leave, whether legally protected or not. 
 

4.3.2 Scheduled Time Off. Management shall make a reasonable effort, considering 
the operational needs of OCSD, to accommodate all employee requests for 
personal leave.  Personal leave off should normally be requested at least two (2) 
weeks in advance to increase the likelihood of submitted dates being approved.   

 
4.3.3 Supervisor absences will not affect an employee’s ability to schedule time off 

unless the time off request is submitted within two (2) weeks of the date 
requested.   

 
4.3.4 Unscheduled Time Off. Personal leave that is classified as unscheduled time off 

provides income protection to an employee who is unable to work due to the 
following: 

 
4.3.4.1 The employee is physically or mentally unable to perform his or her 

normal functions due to illness, injury, or a medical condition. 
 

4.3.4.2 The absence is for the purpose of obtaining professional diagnosis or 
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treatment for a medical condition of the employee or the absence is 
due to medical and dental office appointments of an employee when 
approved by the employee’s supervisor. 

 
4.3.4.3 The absence is for other medical reasons of the employee, such as 

pregnancy or obtaining a physical examination.   
 

4.3.4.4 The absence is for the care of the employee’s parent, step-parent, 
adoptive parent, father-in-law, mother-in-law, brother, step-brother, 
sister, step-sister, spouse, registered domestic partner, biological 
child, adopted child, step-child, foster child, legal ward, child of a 
domestic partner, grandchild, grandparent, foster parent, legal 
guardian, or any family member with whom the employee resides. 

 
4.3.4.5 The absence is due to a job-related injury. 

 
4.3.4.6 The absence is due to issues relating to domestic violence, sexual 

assault, or stalking, such as seeking services from crisis counselors 
or shelters, or from obtaining legal relief such as restraining orders or 
injunctions.  

 
4.3.5 Unscheduled time off must be accounted for by management upon the 

employee’s return to work. Except for the first twenty-four hours or three (3) days 
as prescribed under the California Paid Sick Leave Law in which the employee 
uses Personal Leave for reasons described in 5.3.5. Employees may be required 
to submit medical documentation for their injury or illness.  It is the responsibility 
of OCSD management to control the potential abuse of unscheduled time off 
privileges.   
 

4.3.6 Protected Use of Personal Leave.  As prescribed under California Labor Code 
section 233, employees may use up to one-half (1/2) of their annual personal 
leave accruals in any calendar year when: 

 
4.3.6.1 The absence is for the purpose of obtaining professional diagnosis, 

care, or treatment for an existing health condition of, or preventative 
care for, the employee. 

 
4.3.6.2 The absence is for the purpose of obtaining diagnosis, care, or 

treatment for an existing health condition of, or preventive care for, 
the employee’s parent, step-parent, adoptive parent, foster parent, 
legal guardian, father-in-law, mother-in-law, brother, step-brother, 
sister, step-sister, spouse, registered domestic partner, biological 
child, adopted child, step-child, foster child, legal ward, child of a 
domestic partner, grandchild, and grandparent.  

 
4.3.6.3 The absence is due to issues relating to domestic violence, sexual 

assault, or stalking, such as seeking services from crisis counselors 
or shelters, or from obtaining legal relief such as restraining orders or 
injunctions. 

 
4.3.7 OCSD also has the right to discipline employees on the basis of total absences 

away from work. Except for the first twenty-four hours or three (3) days as 
prescribed under the California Paid Sick Leave Law in which the employee uses 
Personal Leave for reasons described in section 5.3.4, Employees must notify 
their supervisor prior to the start time of their shift when they are unable to report 
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for work. Any absence that is requested within twenty-three (23) hours of the 
start of an employee’s work schedule, excluding protected leaves of absence and 
bereavement leave, shall be considered unscheduled time off unless otherwise 
stipulated by an employee’s affiliated bargaining unit MOU. Employees returning 
from an extended leave should notify their supervisor as soon as possible to 
facilitate personnel scheduling. 

 
4.3.8 Human Resources, along with the division management, shall be responsible for 

control of abuse of the unscheduled leave privilege. Except for the first twenty-
four hours or three (3) days as prescribed under the California Paid Sick Leave 
Law in which the employee uses Personal Leave for reasons described in 
section 5.3.4, the employee may be required, at any time, to furnish a certificate 
issued by a licensed physician or nurse, or other satisfactory evidence of illness; 
however, for unscheduled absences of ten (10) consecutive working days or 
more, a request for leave and a medical statement, on prescribed forms, stating 
expected date of return must be submitted to Human Resources. Upon return to 
work, a written doctor’s release must be submitted to Human Resources. For 
absences of one (1) or more working days in an unpaid status, a request for 
leave and a medical statement on prescribed forms, stating expected date of 
return must be submitted to Human Resources. These requirements may be 
waived or reduced, at management’s discretion, for unscheduled leave used in 
relation to COVID-19. 

4.3.9  
 

4.3.10 Personal Leave Payoff.  Employees (or their estate) who separate, retire or die 
shall be paid in full at their current rate of pay for all Personal Leave hours 
accrued. 

 
4.3.11 Maximum Accrual.  Employees may have a maximum accumulation of four 

hundred-forty (440) hours of Personal Leave as of the last day of the final pay 
period in December of each year. In the event an employee accrues personal 
leave in excess of the maximum accrual, it must be used prior to the December 
date. All, other remaining hours in excess of the maximum accrual will be paid to 
the employee in the first pay period in January at the employee’s then current 
hourly rate of compensation. 

 
4.3.12 If the need for leave is due to the employee’s own serious health condition, as 

defined in the Family and Medical Leave Act (“FMLA”) or the California Family 
Rights Act (“CFRA”), the certification requirement shall comply with the 
provisions of these Acts. 

 
4.4 Protected Child-Related Activities Leave.  As prescribed under California Labor Code, 

Section 230.8, an employee who is a parent with one (1) or more children attending 
kindergarten, grades one (1) to twelve (12), or is a child care provider, may take paid or 
unpaid leave up to forty (40) hours per calendar year for the following child-related 
activities: 
 
4.4.1 To find, enroll, or reenroll his or her child in a school or with a licensed child care 

provider, or to participate in activities of the school or licensed child care provider 
of his or her child.  Time off for this purpose shall not exceed eight (8) hours in 
any calendar month of the year.   
 

4.4.2 To address a child care provider or school emergency 
 

4.5 Jury Duty Leave.   Any full-time, including probationary, employee who is called for jury 
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duty shall be entitled to his/her regular pay for those hours of absence due to 
performance of the jury duty for a period up to twenty-two (22) working days. 

 
4.5.1 Prior to jury duty service, each employee must complete an online time off 

request form.  To be entitled to receive regular pay for such jury leave, 
employees must report for work during their regularly scheduled work shift when 
they are relieved from jury duty service, unless there is less than one-half (½) of 
their regular shift remaining.  Employees are not compensated for jury duty 
occurring on scheduled days off. 
 

4.5.2 An employee serving jury duty must obtain an attendance slip from the court to 
be submitted to his/her supervisor with his/her time sheet in order to be eligible 
for regular pay for those hours of absence due to jury duty. 

 
4.5.3 Employees are advised in all cases, whether serving jury duty for the state or 

federal court systems, to disclose their public employment and OCSD’s jury duty 
pay policy because employees who receive jury duty pay may not be entitled to 
court compensation.    

 
4.6 Witness Leave.  Any full-time, including probationary, employee who is required to be 

absent from work by a subpoena properly issued by a court, agency or commission 
legally empowered to subpoena witnesses, which subpoena compels his/her presence as 
a witness, except in a matter wherein he/she is named as a defendant or plaintiff or as an 
expert witness, shall, upon approval of an online time off request, be entitled to the time 
necessary to comply with such subpoena.  An employee’s regular pay will be reduced by 
the amount of witness leave pay received, exclusive of mileage. 

 
4.6.1 An employee so subpoenaed must submit a copy of the subpoena to their 

supervisor and complete an online time off request form in order to be eligible for 
pay for such absence.  To be entitled to receive regular pay for such witness 
leave, the employee must report for work at OCSD for time not actually retained 
on witness service of one (1) hour or more prior to and/or upon completion of 
each day’s service, exclusive of travel time. 

 
4.7 Military Leave.  A request for military leave shall be made through the online time off 

request form and shall state the date when it is desired to begin the leave-of-absence 
and the date of anticipated return.  A copy of the orders requiring such military service 
shall be submitted with the request to the employee’s supervisor. 

 
4.7.1 Provisions of the Military and Veterans Code of the State of California, Sections 

395-395.5 shall govern military leave.  In general, current law provides that an 
employee having one year or more service with a public entity is entitled to 
military leave with pay not exceeding thirty (30) days per year if the employee is 
engaged in military duty ordered for purposes of active military training or 
encampment.  An employee who is required to attend scheduled service drill 
periods or perform other inactive duty reserve obligations is entitled to military 
leave without pay, not exceeding seventeen (17) calendar days per year, 
although the employee may, at his or her option, elect to use vacation or 
personal leave time to attend the scheduled reserve drill periods or to perform 
other inactive drill period obligations.  Employees who participate in weekend 
military drill duty are not eligible for leave with pay for such activity, but may have 
their regular work schedule changed to accommodate the required time off. 

 
4.8 Bereavement Leave.  Using the online time off request form, any full-time employee, 

whether probationary or regular, shall receive a maximum of thirty-six (36) hours off with 
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pay for the death or funeral of an immediate family member.  Immediate family member is 
defined as the employee’s father, step-father, father-in-law, mother, step-mother, mother-
in-law, brother, step-brother, sister, step-sister, husband, wife, domestic partner, 
biological child, step-child, adopted child, child of a domestic partner, step parent, 
grandchild, grandparent, foster parent, foster child, legal guardian, or any family member 
with whom the employee resides or who is identified in the employee’s MOU, if 
applicable.  Employees must submit an online time off request form for approval by the 
supervisor. 
 

4.9 Workers’ Compensation Leave.  Employees who are injured in the course of their 
employment are placed on Workers’ Compensation Leave, and receive wage loss 
benefits to which they are entitled under the Workers’ Compensation Act.  Employees 
may request to concurrently use available paid leave accruals to supplement their 
Workers’ Compensation payments in an amount such that the sum of both is equal to or 
less than the employee’s regular base pay. 

 
4.10 Administrative Leave.   
 

4.10.1 Executive Management Employees  
 
4.10.1.1 No more than forty (40) hours of administrative leave shall be 

granted to employees in the Executive Management Group in any 
calendar year on January 1st.     
 
4.10.1.1.1 As an exception, Executive Management Group 

employees who elected to remain on the executive 
benefits structure, specified in 1.7 At-Will EMT 
Employment Agreements, may select whether to include 
Administrative Leave as part of their annual benefits 
package. 

 
4.10.1.2 Employees who are hired or promoted into the Executive 

Management Group shall be granted administrative leave on a pro-
rata basis in accordance with the following schedule:  

 

Month of Hire/Promotion Percentage of Leave Granted 

January - September 100% 

October - December 50% 

 
4.10.1.3 Administrative leave may only be used in quarter-hour increments or 

more. 
 
4.10.1.4 Any unused administrative leave, within the calendar year granted, 

will not be carried over to the next calendar year. 
 

4.10.1.5 Any unused administrative leave, within the calendar year granted, is 
not subject to cash out or eligible for any mandatory payout. 

 
4.10.1.6 Employees who cease to be part of the Executive Management 

Group for any reason will not receive payment of any unused 
administrative leave. 
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4.10.2 Manager Group Employees 
 
4.10.2.1 No more than forty (40) hours of administrative leave shall be 

granted to employees in the Executive Management Group in any 
calendar year on January 1st.   

 
4.10.2.2 Employees who are hired or promoted into the Manager Group shall 

be granted administrative leave on a pro-rata basis in accordance 
with the following schedule:  

 

Month of Hire/Promotion Percentage of Leave Granted 

January - September 100% 

October - December 50% 

 
 

4.10.2.3 Administrative leave may only be used in quarter-hour increments or 
more. 

 
4.10.2.4 Any unused administrative leave, within the calendar year granted, 

will not be carried over to the next calendar year. 
 

4.10.2.5 Any unused administrative leave, within the calendar year granted, is 
not subject to cash out or eligible for any mandatory payout 

 
4.10.2.6 Employees who cease to be part of the Manager Group for any 

reason will not receive payment of any unused administrative leave. 
 

4.10.3  Professional, Supervisor and Exempt-level Confidential Group Employees 
 

4.10.3.1 Effective the first pay period in July, regular full-time exempt-level 
employees in the Professional, Supervisor and Confidential Groups 
shall be granted forty (40) hours of Administrative Leave.  

 
4.10.3.2 Regular full-time exempt-level employees who are hired or promoted 

into the Professional, Supervisor and Confidential Groups shall be 
granted Administrative Leave on a pro-rata basis per the following 
schedule: 

 

Month of Hire/Promotion Percentage of Leave Granted 

July - September 100% 

October - December 75% 

January - March 50% 

April - June 0% 

 
4.10.3.3 Administrative Leave will be administered in accordance with the 

following guidelines: 
 

4.10.3.3.1 Administrative Leave may be used in quarter-hour 
increments. 
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4.10.3.3.2 Any unused Administrative Leave, within the fiscal year 

granted, will not be carried over to the next fiscal year. 
 

4.10.3.3.3 Any unused Administrative Leave, within the fiscal year 
granted, is not subject to cash out or eligible for any 
mandatory payout. 

 
4.10.3.3.4 Employees who cease to be part of the Professional 

Group for any reason will forfeit any unused 
Administrative Leave. 

 
4.11 Supplemental Leave 

 
4.11.1 Nonexempt Confidential Group Employees (unless otherwise stipulated by an 

employee’s affiliated bargaining unit MOU) 
 

4.11.1.1 In 2011, effective the first pay period in the month following the 
approval of this Agreement by the OCSD Board of Directors, regular 
full-time employees in the bargaining unit shall be granted 
Supplemental Leave in accordance with the following schedule: 

 

Years of Service 5 – 9 10 - 14 15 - 19 20 - 24 25+ 

Supplemental Leave Hours 5 10 15 20 25 

 
4.11.1.2 Supplemental Leave shall be granted per the schedule in the first 

pay period in July. 
 

4.11.1.3 Supplemental Leave will be administered in accordance with the 
following guidelines: 

 
4.11.1.3.1 Supplemental Leave may be used in one-quarter (0.25) 

hour increments. 
 

4.11.1.3.2 Any unused Supplemental Leave, within the fiscal year 
granted, will not be carried over to the next fiscal year. 

 
4.11.1.3.3 Any unused Supplemental Leave, within the fiscal year 

granted, is not subject to cash out or eligible for any 
mandatory payout. 

 
4.11.1.3.4 Employees who cease to be part of the bargaining unit 

for any reason will forfeit any unused Supplemental 
Leave. 

 
4.11.1.4 Employees who are hired or transferred into the bargaining unit shall 

be granted Supplemental Leave on a pro-rata basis per the following 
schedule: 
 

Hire/Transfer Date Percent 

July – September 100% 
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October – December 75% 

January – March 50% 

April – June 25% 

 

4.12 Paid Administrative Leave 
In the event that OCSD determines that an employee’s position does not lend itself to 
telecommuting and/or belongs to a high risk group as defined by the Centers for Disease 
Control (CDC) in relation to COVID-19, OCSD may place the employee on paid 
administrative leave and the following may apply: 

 Employees will receive full pay and benefits 

 Employees are expected to provide current contact information (phone, cell 
phone, and email) to their supervisor/manager 

 Employees are expected to remain available during OCSD core business hours 

 Employees are expected to routinely monitor and respond timely to all 
correspondence from OCSD 

 Employees may be required to return to work at any time 

 An employee’s supervisor many contact them to inquire about work related items 

 Employees should arrange a periodic check in with their supervisor during the 
leave period 

 Employees must inform their supervisor and use appropriate leave accruals if 
they will be on vacation or out of town  

 
5.0 PROCEDURE 

 

 
6.0 EXCEPTIONS 

 

6.1 Part-time employees receive leave of absence benefits on a pro-rated basis per Policy 
4.7, Pro Rata Benefits for Part-time Employees. 
 

6.2 Employees receive either both sick leave and vacation time off accruals or personal leave 
time off accruals depending on the employee’s bargaining unit and/or employee group 
affiliation.  
 

6.3 Vacation leave is not accrued for overtime hours worked. 
 

6.4 The unscheduled time off designation does not apply to exempt employees.   
 

7.0 PROVISIONS AND CONDITIONS 

 
7.1 Accrued balances of vacation leave, compensatory leave, and personal leave may be 

cashed out at the employee’s request on an annual basis in December of each calendar 
year. 
 

7.2 Vacation leave is accrued on a bi-weekly basis, and employees within the initial 
probationary period may request time off in the first six (6) months of employment and 
must use available leave accruals. 

 
7.3 Employees may not maintain a negative balance of vacation, sick, compensatory, or 

personal leave accruals. 
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8.0 RELATED DOCUMENTS 

 
8.1 California Labor Code, Section 230.8 
 
8.2 California Labor Code, Section 246 (California Paid Sick Leave Law) 

 
8.3 California Assembly Bill 1522, Sick Leave Law 

 
8.4 Policy 1.10, Employee Separation 

 
8.5 Policy 4.7, Pro Rata Benefits for Part-time Employees 


