53-16.006 Annual Leave for Administrative and Support Employees.

(1) Method of earning annual leave for administrative and support employees.

(a) All full-time salaried employees in the administrative and support pay plan shall accrue annual leave in accordance with the following table: 

	Continuous and
	Hours of Leave 

	Creditable Service With
	Accrued During 

	State Government
	Pay Period 

	Up to 5 years
	10 hours + 20 minutes 

	5 to 10 years
	12 hours + 30 minutes 

	10 to 15 years
	14 hours + 40 minutes 

	15 years
	16 hours 


(b) In applying the above table, it shall be determined that the employee has both continuous and creditable service before the higher annual leave credits are granted.

(c) Part-time employees who worked a fixed percentage of the pay period shall accrue annual

leave credits for the hours worked during that pay period proportionate to the time worked.

(d) Employees who work less than a full pay period due to initial employment or separation during a pay period, transfer between agencies, or leave of absence without pay, shall accrue annual leave credits for the hours worked during that pay period in accordance with the following table:

Monthly Pay Period
	HOURS WORKED
	0 TO 5
	5 TO 10
	10 TO 15
	OVER 15 

	
	Years
	Years
	Years
	Years 

	Less than 36
	0
	0
	0
	0 

	36 through 70
	2.583
	3.125
	3.667
	4.000 

	71 through 103
	5.167
	6.250
	7.334
	8.000 

	104 through 138
	7.750
	9.375
	11.000
	12.000 

	139 or more
	10.333
	12.500
	14.667
	16.000 


(e) Annual leave earned during any pay period shall be credited to the employee on the last day of that pay period or, in the case of separation, on the last day the employee is on the payroll.

(f) During leave of absence with pay, an employee shall continue to accrue annual leave credits, except in the case where an employee is granted leave in conjunction with a resignation from state government. In such case, the employee shall not accrue annual leave credits during a leave of absence.

(g) An employee can accrue annual leave credits in excess of the maximum of three hundred sixty (360) hours. However, annual leave credits accrued in excess of three hundred sixty (360) hours must be used during that fiscal year. An employee who has accrued annual leave credits in excess of three hundred sixty (360) hours on July 1 of each year shall have his accrued annual leave credits reduced to three hundred sixty (360) hours and the excess transferred on an hour for hour basis to his sick leave account.

(h) Under certain circumstances, the Secretary may grant approval to an employee to retain annual leave credits in excess of three hundred sixty (360) hours for a period not to exceed one (1) additional fiscal year. The circumstances under which such approval can be granted are those involving natural disasters or other emergencies that require an agency to cancel approved leaves of absences and disapprove requests for leave during an extended period of time which would prevent employees from using their accrued annual leave and cause them to lose same under conditions over which they have no control.

(2) Use of accrued annual leave.

(a) Use of annual leave shall not be authorized prior to the time it is accrued and shall only be used upon prior written request with the approval of the immediate supervisor.

(b) An employee who uses annual leave in an amount of time which is less than a full hour shall be charged with such leave to the closest quarter of an hour in accordance with the following table:

	Minutes Used
	Time Charged

	07 
	.00 

	822
	.25 

	2337
	.50 

	3852
	.75 

	5360
	1.00 


(c) The Secretary is authorized to require any employee to use any part of the employee’s accrued annual leave at any time.

(3) Transfer of accrued annual leave. An employee who transfers to another state agency shall transfer all unused annual leave hours. If all annual leave hours cannot be transferred, the Lottery shall pay the employee for the hours which did not transfer upon receipt of written notification from the appropriate state agency. An employee who transfers from another state agency to the Lottery shall transfer and be credited with all unused annual leave hours.

(4) Payment of unused annual leave.

(a) The only condition under which an employee can be paid for unused annual leave is upon separation from the state government with at least six (6) months of continuous service.

(b) An employee who is being laid off can request in writing that all unused annual leave be retained.

(c) In no case shall an employee receive payment for accrued annual leave in excess of three hundred sixty (360) hours. However, in case of death of an employee, payment for all unused annual leave at the time of death shall be made to the employee’s beneficiary, estate, or as provided by law.

(d) Payment due employees for unused annual leave shall be made in a lump sum and shall be computed as follows:

1. The employee’s current hourly base rate of pay shall be determined in accordance with subsection 53-13.007(2), F.A.C.

2. The number of unused annual leave hours shall be multiplied by the current hourly base rate to determine the payment which shall be made.
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