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PAYMENT FOR OR TRANSFER OF ACCRUED ANNUAL LEAVE

  I.
PURPOSE:

To provide for the payment or transfer of accrued annual leave. 

 II.
SCOPE:

Departmentwide.

III.
TRANSFER WITHIN THE DEPARTMENT:

An employee transferring between divisions or offices within the Department without a break in service shall transfer the accrued annual leave to the new division or office.

IV.
TRANSFER TO THE DEPARTMENT FROM ANOTHER STATE AGENCY:

The Department will accept the transfer of no more than 336 (three hundred and thirty-six) hours of annual leave, or the maximum amount allowed an employee based on tenure (see Administrative Policy 8.1/Annual Leave), when an employee transfers from another state agency to the Department without a break in service. 
 V.
TRANSFER FROM THE DEPARTMENT TO ANOTHER STATE AGENCY:

When an employee transfers to or receives a new appointment in another state agency without a break in service, the employee may submit a request to the Office of Human Resources (OHR) to transfer their accrued annual leave to the new agency.  OHR will transfer up to the maximum accepted by the receiving agency.  Such requests must be received in OHR prior to the last day of employment with DHSS.

Leave in excess of the maximum accepted by the receiving agency will be paid on the next pay period after the employee leaves the Department.  If the employee does not request to transfer the leave, the employee will be paid for the entire balance of annual leave.  Transferred leave and paid leave combined cannot exceed the maximum allowed based on the employee’s tenure.

VI.
TERMINATION OF STATE EMPLOYMENT:

When an employee terminates employment in the Department and is not transferring to another state agency without a break in service, the employee will be paid for all accrued annual leave by the Department that is not in excess of the maximum balance allowed.
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