ADMINISTRATIVE & RESIDUAL (P-5) -- ADDITIONAL LEAVE TIME CALCULATION

Employee:







Emp. No./S.S. No.  




Agency:







Agency No.  





Employee Status -- Active/Separated (A/S):  



	
	Vacation
	Vacation
	Sick Leave
	Sick Leave

	Instructions
	Calculation
	Extra hours
	Calculation
	Extra hours

	
	
	
	
	

	Enter the 6-30-98 balance* in hours


	
	
	
	

	Multiply the 6-30-98 balance by 0.25/7.75 (1/31 or 3.2258%) to get the additional hourly amount for 7-1-98


	
	
	
	

	
	
	
	
	

	Additional hours  


	Vacation
	
	Sick Leave


	

	
	
	
	
	



(* The “6-30-98 balance” includes the accruals credited on the completion of the month of June.)

Note:  If adding the total increase in hours to employee’s current vacation balance would exceed the employee’s maximum vacation accumulation of 120 days (i.e. 960 Hours) or 60 days (480 Hours), the employee will have the option to defer the crediting of the total additional vacation and sick leave hours until March 1, 2001.  If this applies to you and you wish to select the delayed crediting, indicate by your initials:  ___________

Note:  An employee who went off the payroll on leave of absence after July 1, 1998 due to exhaustion of accrued leave will have the option of having the appropriate amount of additional hours (vacation and sick leave) credited retroactively, with the appropriate retroactive payment.  If this applies to you and you wish to have the retroactive crediting effective July 1, 1998, indicate by your initials:  __________

1.  The formula provided for in the above "Additional Leave Time Calculation" was agreed to by the Administrative and Residual Employees Union.  Based upon the agreement of the parties, the Arbitrator has approved the formula.  

2.  The State of Connecticut/Appropriate Agency has made its best efforts to include accurate employee leave data in the formula.

3.  Each employee shall review the employee leave data included in the formula and shall make his or her best effort to determine the accuracy of that information.  In the event that, based upon the best effort of the employee, the employee determines that the leave data included in the formula is not correct, the employee shall inform the personnel officer at his or her agency, and the employee and the personnel officer shall make every effort to expeditiously resolve the matter.

I acknowledge that I have reviewed and read the "Additional Leave Time Calculation" form and information included on the form.

_______________________________________
___________________________
_________

Signature of Employee



Printed Name of Employee

Date

