PROTECTIVE SERVICES (NP-5) -- ADDITIONAL LEAVE CALCULATION

Employee:






Emp. No./S.S. No.  




Agency:






Agency No.  





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



	Instructions
	Vacation

Calculation
	Vacation

Extra hours
	Sick Leave

Calculation
	Sick Leave

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 (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 December 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:  











___________

I acknowledge that I have read and understand this “Additional Leave Calculation” form and the 

Information included on the form.

_____________________________________

________________

Name






Date
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