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A. Eligibility 
 

1. All employees except Elected Officials, intermittent employees as defined 
in Merit System Rule 1 and temporary employees are eligible to accrue 
annual leave from date of appointment.   
 
An eligible employee receiving pay for forty (40) or more hours per pay 
period shall accrue annual leave as specified in 8-105 B.   

 
2. New hire employees hired under the Pima County Trainee Program are 

eligible to accrue annual leave from date of appointment. 
 

3. Temporary employees extended beyond the first six (6) months of 
employment shall accrue and may use annual leave beginning with the 
pay period following six (6) months of continuous and extended 
employment.  A temporary employee appointed to a regular appointment 
without a break in service shall be credited with annual leave from original 
date of hire. 

 
4. For the purpose of annual leave rate of accrual, no credit shall be allowed 

or given to establish years of service using prior employment with Pima 
County where there was a break in service, except for reinstatement or 
reemployment, as defined in these Merit System Rules and Personnel 
Policies. 

 
B. Rate of Accrual 
 

An eligible employee shall accrue annual leave as follows: 
 
1. An employee with fewer than three (3) years of service (established by 

anniversary date) shall accrue annual leave at the rate of .04625 per hour 
in a pay status (not to exceed 3.7 hours per pay period.) 

 
2. An employee with three (3) to seven (7) years of service (established by 

anniversary date) shall accrue annual leave at the rate of .058125 per 
hour in a pay status (not to exceed 4.65 hours per pay period.) 

 
3. An employee with seven (7) to fifteen (15) years of service (established by 

anniversary date) shall accrue annual leave at the rate of .069375 per 
hour in pay status (not to exceed 5.55 hours per pay period.) 

 
4. An employee with more than fifteen (15) years of service (established by 

anniversary date) shall accrue annual leave at the rate of .080875 per 
hour in pay status (not to exceed 6.47 hours per pay period.)  

 
5. Annual leave shall accrue during any approved leave of absence with pay.
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B. 6. Annual leave shall not accrue during any leave of absence without pay or 

suspension without pay, i.e., employees must be in a pay status to accrue 
annual leave.  Any pay received based upon catastrophic leave hours will 
not be calculated for accrual purposes.   

 
C. Annual Accumulation 
 

1. An eligible employee may carry over, from one (1) consecutive twelve (12) 
month period (established by anniversary date) to the next, a maximum of 
two hundred forty (240) hours of annual leave.   

 
 In exceptional circumstances, an Appointing Authority may request County 

Administrator approval for an employee to retain annual leave in excess of 
two hundred forty (240) hours with the expectation that the employee will 
reduce his/her annual leave balance to 240 hours within the following 
anniversary year.  If the employee has annual leave in excess of two 
hundred forty (240) hours upon his/her subsequent anniversary date, 
annual leave hours in excess of two hundred forty (240) will automatically 
be transferred to sick leave pursuant to 8-105 H.   

 
2. The sick leave hours converted to annual leave for payout purposes as 

specified in 8-106.H, I and J shall not be included in the calculation of the 
two hundred forty (240) hours payoff limit specified in Personnel Policy 8-
123. 

 
D. Use of Annual Leave 
 

1. An eligible employee in the classified service may use annual leave after 
completion of six months of initial probation.  Accrued annual leave may 
be used prior to completion of six months of initial probation for a 
job-related illness or job-related injury.  New hire trainees who have 
completed six (6) months of the Pima County Trainee Program may use 
annual leave in the same manner as those in the classified service.  
Unclassified employees or employees not subject to initial probation may 
use annual leave upon accrual. 
 

2. Annual leave accruals earned at the end of the current pay period are not 
available for use until the following pay period.  

 
 Employees receiving workers’ compensation benefits who have exhausted 

all accrued leave balances may utilize annual leave accruals during the 
pay period earned.  

 
3. Annual leave shall not be charged against an employee’s accrued balance 

for an authorized holiday which occurs while an employee is using annual 
leave. 
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D. 4. All employees are encouraged to take a two-week vacation per year for 

the purpose of rest and recuperation. 
 
5. An Appointing Authority may require that an employee postpone or 

change scheduled annual leave for good cause. 
 

 6. At the discretion of the Appointing Authority, an employee classified as 
Executive (E), Administrative (A), or Professional (P) may be required to 
use accrued annual leave for approved absences of less than a full work 
day when the Appointing Authority determines that voluntary partial day 
absences taken by the employee are excessive or have a negative impact 
on the operation of the department.  Employees eligible for overtime are 
required to use annual leave for approved absences of a full work day or 
less. 

 
7. Use of annual leave for Family and Medical Leave Act (FMLA) reasons is 

provided for by administrative procedures which comply with the FMLA. 
 

E. Leave Requests 
 

Unless waived by the Appointing Authority, an employee shall submit a written 
request for approval of annual leave at least two (2) weeks in advance of the 
intended absence and indicate the dates and duration of the requested annual 
leave.  The Appointing Authority or designee shall respond to such request within 
one (1) week of receipt. 

 
F. Disposition of Accrued Leave 
 

An employee who transfers from one County department to another shall retain 
any accumulated annual leave. An employee who changes from one 
employment type to another shall retain any accumulated annual leave and shall 
be eligible to use and/or accrue annual leave in accordance with his/her current 
employment type. 
 

G. Catastrophic Leave Bank Program 
 

An employee may contribute a portion of his/her annual leave to the catastrophic 
leave bank. An eligible employee who is experiencing catastrophic 
circumstances may apply for and receive catastrophic leave provided: 
 
1. The recipient is enrolled in the catastrophic leave bank program. 

 
 2. The recipient meets the eligibility definitions of the Family Medical Leave 

Act (FMLA) as set forth in County administrative procedures.  As the 
FMLA criteria change, so will the catastrophic leave criteria. 
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G. 3. The recipient has exhausted all paid sick and annual leave and 

compensatory time earned from his/her own accounts. 
 

4. There is a positive balance in the catastrophic leave bank. 
 
After confirmation of eligibility, the recipient shall begin to receive catastrophic 
leave following the exhaustion of his/her own leave time as indicated in 
paragraph G.3 above.  If more time was requested than the recipient actually 
required, only the needed amount shall be used and any excess will be returned 
to the catastrophic leave bank. 
 
Implementation and administration of the catastrophic leave bank program are 
set out by administrative procedures.   
 
Denial of a request for leave hours from the catastrophic leave bank is not 
grievable or appealable.   

 
H. Transfer of Accrued Annual Leave Hours to Sick Leave 
 

In order to prevent the loss of annual leave and supplement the accrual of sick 
leave, any amount of accrued annual leave hours in excess of two hundred forty 
(240) will automatically be transferred to sick leave on the employee’s 
anniversary date.   


