PHOENIX FIRE DEPARTMENT
VOLUME 1 - Operations Manual
VACATION

MP103.01 02/05-R

VACATION CREDITS

Vacation credits and carry over are allotted at the following rates:

Years of Service Monthly Max Carry Over Max Accrual which
Accrual Jan. 1 can be compensated at
separation
40Hr. 56 Hr. 40 Hr. 56 Hr. 40 Hr. 56 Hr.

1 mo. to 5 yrs. 8 11.2 192 268.8 240 336
5yr. 1 mo. to 10 yrs. 10 14 240 336 300 420
10 yrs. 1 mo. to 15 yrs. 11 15.4 264 369.6 330 462
15 yrs. 1 mo. to 20 yrs. 13 18.2 312 436.8 390 546
20 yrs. 1 mo. to 15 21 360 504 450 630

Members transferring from a 56-hour week to a 40-hour week (or vice-versa) will have their
vacation hours converted to the above schedule.

Each full-time member shall be credited vacation for every calendar month of paid service.
(NOTE: When calculating vacation accrual, leave of absence compensated by the Arizona
Industrial Commission in excess of one (1) year shall not be considered as paid service. Further,
"any absence without pay in excess of ten (10) working days shall not be allowed as creditable
time") (Reference: Personnel Rule 15bl) Eligibility to use vacation credits shall begin only after
six (6) months of City employment.

Vacation credits are recorded and deducted on an hour for hour basis. Partial shift vacation can
be deducted in half hour increments.

It is each member’s responsibility to manage their own vacation leave balance. This requires
monitoring current credits as listed on pay stubs or as verified by Payroll.

Any leave credit in excess of the maximum will automatically be deducted the first pay period in
January, unless additional "carry-over" is approved in advance by the City Manager.

EXEMPT EMPLOYEES




Any type of leave for Exempt Employees at pay classification 032 or higher (Executives, Middle
Managers and Supervisory/Professional with some exemption) will be based solely on full work
days/shifts.

Any leave approved by the member’s supervisor that is for less than % the scheduled work
day/shift, does not require the PPMIS (Form 60-32D to be filled out) and turned in to Payroll.
This leave will be noted as an absent on the daily roll call and denote the time period of that
absence.

Any leave taken that is equal to or greater than Y2 the scheduled work day/shift will require a
PPMIS (Form 60-32D) to be filled out reflecting the whole day/shift as being taken off.

PERSONAL AND EDUCATIONAL LEAVE

Chief Officers receive 33.6 hours (24 hours for 40-hour personnel) personal leave and 28 hours
(20 hours for 40-hour personnel) for educational leave.

Personal Leave and Educational Leave will be added to vacation credits and will be used in the
same way as vacation.

To insure that operational requirements are met, each Division/Section Head will be responsible
for managing vacation scheduling and vacation leave within their Division/Section.

DOCUMENTATION

All leaves of absence will be recorded on PPMIS, Form 60-32D.

ANNUAL VACATION SIGN-UP/EMERGENCY SERVICES DIVISION

The Emergency Services Division will administer the annual vacation sign-up.

All 56-hour personnel will indicate their vacation preferences on the ""Vacation Preference
Record,"” (form 90-38.1D) and forward the completed form to the Time Management
Coordinator. This will insure that if, during the sign-up period, an employee should be absent
due to illness, vacation, AWR, etc., their vacation request can be obtained.

Each member will indicate a minimum of four (4) separate vacation preferences on the
Preference Record, in the event the 1%, 2", and 3", choice is already taken.

If a member chooses not to schedule vacation or has insufficient hours accumulated, s/he should
indicate "no vacation" on the "Vacation Preference Record."

FAILURE TO FOLLOW THE SIGN-UP PROCEDURE MAY CAUSE THE MEMBER TO BE
PASSED DURING SIGN-UP.

Fire Department Members on special assignment, coming to or leaving the Emergency Services
Section, will record their vacation preferences on form 90-38.1D and forward it to Time
Management Coordinator.



The following table is based on the number of shifts earned per year and will help prevent
signing up for more shifts than will be earned in a year.

Only the number and/or type of units (as listed per table) can be requested by the employee on
the first call-up, regardless of how many hours the member has accrued.

Seniority Units Allowed to Choose From

0 -5 years All or any part of one (1) lettered or one (1) numbered unit.

6 - 10 years All or any part of two (2) numbered and one (1) lettered unit.

11 - 15 years All or any part of two (2) numbered or one (1) numbered and one (1)

lettered unit.

16 plus years All or any part of two (2) numbered or two (2) lettered units or one (1)
numbered and one (1) lettered unit

The table presumes that vacation credits are earned during one (1) year and taken in the next
year. It is the member’s responsibility to ensure that vacation requests do not exceed
(anticipated) accumulated credits. Any vacation taken without credits may be charged as "unpaid
leave."

The original will be maintained by the Time Management Coordinator. Members’ selections
will be posted in TeleStaff. A buckslip notice will be sent out when vacation selections have
been posted in TeleStaff.



STAND-BY AND UNSCHEDULED VACATION

By contacting the Time Management Coordinator, stand-by vacation requests may be made any
time after the annual vacation sign-up is posted.

Stand-by requests will be recorded by the Time Management Coordinator on a first come, first
serve basis.

The Time Management Coordinator will maintain the master vacation schedule worksheet.
Stand-by shifts can be assigned as they become available.

Paramedics may fill only those vacation slots allotted to them. This will avoid depleting
Paramedic staffing below critical levels.

Members changing shifts at their own convenience will choose their vacation from the stand-by
list. Members changing shifts at the Department’s convenience may be allowed vacation days
similar to the employee’s scheduled vacation. In some cases, this may exceed the allotted
vacation shifts.

Chief officers will be allotted vacation shifts by seniority prior to the posting of the vacation
schedule. Requests will be recorded by the scheduling authority and assigned upon schedule
posting. All Chief officers’ requests for vacation after posting will be assigned on a first come
first serve basis. The number of Chief officers on vacation at one time will be in concert with
current Departmental policy.

PARTIAL SHIFT AND EMERGENCY VACATION

All partial shift vacation requests will be managed by the Battalion Chief/Battalion Commander.
After office hours, weekends, and on holidays, the Battalion Chief will manage requests for
partial shift vacations.

Partial shift vacations of more that seven and one-half (7 %2) hours will require approval of the
Shift Commander, which will be obtained by the member’s respective Battalion Chief/Battalion
Commander. Vacation of more than seven and one-half (7 %2) hours requires an opening in the
vacation schedule worksheet.

Partial shift vacation requests of eight (8) hours or more will require the employee to take an
entire shift of vacation. Only one (1) partial shift of leave will be granted per employee per duty
shift. Rovers must inform their company officers of any partial shift leave at the beginning of
their shift. This will allow the company officer time to make adjustments should a conflict arise.

If two or more members in a station have conflicting partial shift leave, the member whose leave
papers request is dated first shall take precedent. If adjustments can’t be made, the other
conflicting partial shift leave(s) will have to be canceled.



Emergency vacation is unscheduled vacation which may be granted to a member when a critical
need for leave arises, which does not qualify for any other type of leave. The determination to
grant emergency vacation will be made by the member’s Battalion Chief/Battalion Commander.

VACATION CANCELLATION

To cancel vacation, the member will contact The Time Management Coordinator on their own
shift, at least one shift prior to the shift they want to cancel.

LEAP YEAR SCHEDULE

In order to insure that each group works and equal number of holidays, the following schedule
will be used on Leap Years.

Each Leap Year, one (1) 24-hour work shift (between January 1% and February 29”‘) will be
divided into three (3) eight (8) hour shifts. Each group (A, B, C) will work one (1) eight (8) hour
shift.
One group will hold over from their 24-hour shift for an eight (8) hour shift, (0800-1600 hours),
one group will come in for the 2" eight (8) hour shift (1600-2400 hours), and one group will
come in early for an eight (8) hour shift (2400-0800 hours), and then work their assigned 24-hour
shift.
Example:
January 5, 1998 A Group 0800-1600 hours
C Group 1600-2400 hours

B Group 2400-0800 hours




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
    /Arial-Black
    /Arial-BlackItalic
    /Arial-BoldItalicMT
    /Arial-BoldMT
    /Arial-ItalicMT
    /ArialMT
    /ArialNarrow
    /ArialNarrow-Bold
    /ArialNarrow-BoldItalic
    /ArialNarrow-Italic
    /ArialUnicodeMS
    /TimesNewRomanPS-BoldItalicMT
    /TimesNewRomanPS-BoldMT
    /TimesNewRomanPS-ItalicMT
    /TimesNewRomanPSMT
    /Wingdings-Regular
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


