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OFFICE OF PERSONNEL MANAGEMENT 

                                                                                "Working  for Oklahoma" 
 
 

OPM 07-09 
 
DATE:  February 7, 2007 
 
TO:  All Appointing Authorities 

FROM:  Oscar B. Jackson, Jr., IPMA-CP, Administrator and    
   Cabinet Secretary of Human Resources and Administration  
 
SUBJECT: Public Hearing on Proposed 2007 Permanent Amendments  
   to the Merit Rules 
 
 
A public hearing for comments has been scheduled in regard to proposed 2007 
permanent amendments to the Merit Rules.  (Please see attachment.) 
 
I hope that you or your representative(s) will be able to attend this hearing, details of 
which are as follows: 
 

10:00 a.m. 
Friday, February 16, 2007 

Concourse Theater, Room C250 
Sequoyah/Will Rogers Concourse 

2401 North Lincoln Boulevard 
Oklahoma City, OK  73105 

 
 

 

 

 

 

 

"We serve the people of Oklahoma by delivering reliable and innovative 
human resource services to our partner agencies to achieve their missions." 

 
2101 North Lincoln Boulevard, Oklahoma City, OK  73105-4904 

Telephone: (405) 521-2177         Fax: (405) 524-6942         
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TITLE 530.  OFFICE OF PERSONNEL MANAGEMENT 
 

CHAPTER 10.  MERIT SYSTEM OF PERSONNEL ADMINISTRATION RULES 
 

SUBCHAPTER 15.  TIME AND LEAVE 
 

PART 3. ANNUAL AND SICK LEAVE POLICIES 
 

530:10-15-11. Annual leave 
(a)    Annual leave is intended to be used for vacations, personal business, and other time off 
work not covered by other paid leave or holiday provisions. An employee may charge family and 
medical leave, taken in accordance with 530:10-15-45, against annual leave accumulations. 
(b)    Eligible employees shall accrue annual leave based upon hours worked (excluding 
overtime), paid leave, and holidays [74:840-2.20] in accordance with 530:10-15-10 and the 
provisions in this subsection, not to exceed the total possible work hours for the month. The 
hourly rate is equal to the annual accrual divided by the number of work hours in the current 
year. Annual leave earned during one month pay period shall not be available for use until the 
beginning of the next month following pay period. 

(1)    Annual leave shall be applied for by the employee and shall be used only when 
approved by the Appointing Authority. 
(2)    Part-time employees shall accrue annual leave in an amount proportionate to that which 
would be accrued under full-time employment [74:840-2.20]. 
(3)    Annual leave earned during a pay period shall be prorated based upon the number of 
hours (excluding overtime hours) an employee is on the payroll [74:840-2.20]. 
(4)    An Appointing Authority may require an employee to take annual leave whenever in 
the administrative judgment of the Appointing Authority such action would be in the best 
interests of the agency; except that the employee shall not be required to reduce accrued 
annual leave below 5 days. An Appointing Authority shall not apply this rule in lieu of 
530:10-11-120. Leaves of absence for internal investigatory purposes shall be administered 
according to 530:10-11-120. 
(5)    Unused accrued annual leave shall be accumulated for no more than the maximum 
leave accumulation limits specified in 530:10-15-10, except as provided in this paragraph. 
Employees may accumulate more than the maximum annual leave accumulation limits 
shown in the schedule, provided that such excess is used during the same calendar year in 
which it accrues or within twelve months of the date on which it accrues, at the discretion of 
the Appointing Authority. Employees shall not be paid for excess leave above the 
accumulation limit; such excess accumulations shall be used for leave purposes in the agency 
where it was accrued or, if an employee was transferred to an agency by statute or executive 
order, in the agency to which the employee was transferred regardless of where the leave was 
accrued, only while the employee is continuously employed. 
(6)    Annual leave shall not be taken in advance. 
(7)    An employee who transfers to another agency may have accrued annual leave 
transferred at the option of the Appointing Authority to which transferred, or such 
Appointing Authority may require that all or a portion of the annual leave be paid by the 
agency from which the employee is transferred before the transfer. The amount of annual 
leave paid by the agency from which the employee is transferred and the amount of annual 
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leave transferred with the employee shall not exceed the accumulation limits established in 
Section 840-2.20 of Title 74 of the Oklahoma Statutes.
(8)    Any employee who is separated from the state service shall be paid or shall have 
payment made to the employee's estate for any annual leave accumulated up to and including 
the accumulation limit except as otherwise provided in the Merit Rules. . At no time shall any 
employee resigning from one position to accept another position within the same agency be 
paid for accrued annual leave unless there has been a break in service of more than thirty 
days. 
(9)    Annual leave shall be charged against an employee's annual leave balance based on the 
amount of time an employee is absent from work during the employee's assigned work 
schedule. Holidays falling within a period of annual leave shall not be charged to annual 
leave. 
(10)    Any probationary or permanent employee who leaves the employ of an agency shall 
receive payment for the accrued number of hours of annual leave in accordance with the 
hourly rate. Payment may only be withheld pending settlement of a legal debt to the agency. 
If a person is reemployed by the State within a period of 30 calendar days from the date of 
separation, any portion of the accumulated annual leave which has not yet been paid may be 
reinstated. 
 

530:10-15-12. Sick leave  
     Eligible employees shall accrue sick leave based upon hours worked (excluding overtime), 
paid leave, and holidays [74:840-2.20(1)] [74:840-2.20(A)(1)] according to 530:10-15-10 and 
this Section, not to exceed the total possible work hours for the month. The hourly rate is equal 
to the annual accrual divided by the number or work hours in the current year. Sick leave earned 
during one month pay period shall not be available for use until the beginning of the next month 
following pay period. 

(1)    Sick leave means a period when the employee cannot work because of sickness, injury, 
pregnancy, or medical, surgical, dental or optical examination, or treatment, or where the 
employee's presence at work would jeopardize the health of the employee or others. An 
employee may charge family and medical leave, taken in accordance with 530:10-15-45, 
against sick leave accumulations. 
(2)    An employee shall not use sick leave for annual leave. 
(3)    An employee shall not use sick leave before it is accrued. 
(4)    Immediately on return to work, an employee who has been absent on sick leave shall 
give the Appointing Authority a signed statement that the absence was due to reasons listed 
in (1) of this Section. If an absence exceeds 3 working days, the employee shall give the 
Appointing Authority a physician's statement unless the Appointing Authority waives it. For 
shorter absences, the Appointing Authority may require the employee to supply proof the 
absence was consistent with (1) of this Section. Sick leave shall not be granted until approved 
by the Appointing Authority. An Appointing Authority shall approve sick leave unless there 
are facts to show that an employee abused sick leave privileges or the employee failed to 
supply requested evidence of illness. 
(5)    Sick leave shall be charged against an employee's sick leave balance based on the 
amount of time an employee is absent from work during the employee's assigned work 
schedule. Holidays, or the scheduled days off for holidays, occurring within a period of sick 
leave shall not be charged to sick leave. 
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(6)    Sick leave earned during a pay period shall be prorated according to the number of 
hours (excluding overtime) an employee is on the payroll [74:840-2.20(1)] [74:840-
2.20(A)(1)]. 
(7)    Part-time employees shall accrue sick leave in an amount proportionate to that which 
would have accrued under full-time employment [74:840-2.20(1)] [74:840-2.20(A)(1). 
(8)    When an employee transfers from one agency to another, the Appointing Authority of 
the receiving agency shall give the employee credit for all unused sick leave accumulations. 
(9)    Employees shall not be compensated for accumulated sick leave when they separate 
from state service. 
(10)    If an absence because of illness or injury extends beyond the sick leave an employee 
has accumulated, the Appointing Authority may charge additional absence to the employee's 
annual leave accumulations. 
(11)    Unless it is against the law, an Appointing Authority shall approve sick leave when an 
employee is absent due to illness or injury and receiving Oklahoma State Workers 
Compensation benefits. 
(12)    If an employee leaves the state service on or after October 1, 1992, and is reemployed 
within a period of 2 years from the date of separation, the Appointing Authority may 
reinstate all or a part of the unused sick leave accumulated during the previous period of 
continuous employment with the state [74:840-2.20(6)] [74:840-2.20(A)(7)]. 

(13)    There is no limit on sick leave accumulations. 
 
 

PART 7.  LEAVE WHEN OFFFICES ARE CLOSED OR SERVICES ARE 
REDUCED 

 
530:10-15-71.   Leave when an office is temporarily closed due to unsafe working conditions 
or services are temporarily reduced due to hazardous weather (paid administrative leave) 
(a)   If agency offices are closed because of an imminent peril threatening the public health, 
safety, or welfare of state employees or the public, or when state offices are temporarily reduced 
due to hazardous weather conditions, the Appointing Authority shall place employees who are 
scheduled to work in the affected work closed areas on paid administrative leave or, if 
applicable, shall assign them to work in another location. During their normal duty hours, 
employees on paid administrative leave due to unsafe working conditions are on stand-by or on-
call status. Appointing Authorities may call employees to return to their normal duties or respond 
to the demands of the situation as necessary. [74:840-2.20A(A)]      
(b)   As used in this Section, paid administrative leave means leave granted to affected 
employees if offices of agencies are closed because of an imminent peril threatening the public 
health, safety, or welfare of state employees or the public or when state offices are temporarily 
reduced due to hazardous weather. Examples of reasons for temporarily closing an office due to 
unsafe working conditions are: leaks of toxic fumes in buildings; life threatening damage to 
building structures; or emergency operations which would be disrupted by the presence of the 
usual work force; or any other condition which poses a significant threat to the safety of the work 
force. 
(c)   Paid administrative leave shall be accorded to all affected employees only when a state 
office is temporarily closed or services are temporarily reduced due to hazardous weather in 
accordance with 530:10-15-70 and this Section. Upon its reopening, normal Merit Rules 
governing leave and agency procedures shall apply.  The granting of administrative leave applies 
only to employees scheduled to work during the time period of the closure or reduced services.  
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It does not apply to employees who are absent during the closure or reduction on any previously 
approved leave.  Employees who are not eligible to accrue leave, such as temporary employees, 
shall not be granted administrative leave under this section when state services are temporarily 
reduced due to hazardous weather conditions. 
(d)  When the Governor or a designee of the Governor authorizes agencies or parts of agencies 
to maintain basic minimum services because hazardous weather conditions impede or delay the 
movement of employees to and from work, employees responsible for providing such basic 
minimum services shall report to work. Appointing Authorities of agencies shall be responsible 
for determining essential agency functions [basic minimum services] and ensuring that 
employees who staff such functions are so informed. [74:840-2.20A(B)]  Employees who are 
considered responsible for basic minimum services and who are required to work when state 
services are temporarily reduced due to hazardous weather conditions shall be entitled to accrue 
administrative leave on a straight-time basis up to eight hours per day for hours worked in their 
regularly scheduled work periods during such reduction.  Administrative leave accrued under 
this provision must be taken within 180 days of its accrual or the employee shall be paid for the 
leave. An extension of the time period for taking the leave may be approved for up to an 
additional 180 days, providing the Appointing Authority submits a written request with sufficient 
justification to the Office of Personnel Management.  Accrued administrative leave must be used 
before granting of any annual leave except when the employee may lose accrued leave under 
530:10-15-10 and 530:10-15-11(b)(5).
(e)    Employees who are responsible for basic minimum services who do not report to work have 
the following options to account for leave: 

(1) Charge the absence to accumulated compensatory time; 
(2) Charge the absence to accumulated annual leave; 
(2) Make up lost time in a manner consistent with the FLSA, if the Appointing Authority 

determines that office hours and schedules permit. 
(f)    An employee who leaves earlier than a designated early dismissal time, or who arrives later 
than a designated late arrival time, shall be charged leave for the excess time. 

 
530:10-15-72.  Leave when services are temporarily reduced due to hazardous weather 
conditions (automatically allowed authorized absences) 
(a)    Policy. When the Governor or a designee of the Governor authorizes agencies or parts of 
agencies to maintain basic minimum services because hazardous weather conditions impede or 
delay the movement of employees to and from work, employees responsible for providing such 
basic minimum services shall report to work. Appointing Authorities of agencies shall be 
responsible for determining essential agency functions [basic minimum services] and ensuring 
that employees who staff such functions are so informed. [74:840-2.20A(B)] Appointing 
Authorities shall grant authorized absences to classified and unclassified employees who are not 
responsible for staffing essential functions (basic minimum services) if the employees do not 
work while agency services are temporarily reduced due to hazardous weather conditions. 
Appointing Authorities shall give these employees the following options to account for time lost 
because of automatically authorized absences. 

(1)    Charge absence to enforced leave, if the employee does not exceed enforced leave 
limits. 
(2)    Charge absence to accumulated compensatory time balances. 
(3)    Charge absence to accumulated annual leave. 
(4)    Make up lost time, in a manner consistent with the FLSA, if the Appointing Authority 
determines that office hours and schedules permit it. 
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(b)    An employee may use more than one leave option to account for an automatically 
authorized absence, but if the absence cannot be accounted for by exercising these options, the 
Appointing Authority shall record the absence as leave of absence without pay. 
(c)    Employees who are not eligible to accrue annual or sick leave (including enforced leave), 
such as temporary employees, shall not be paid for lost time unless it is made up. 
(d)    Automatically authorized absences for employees who are not responsible for providing 
basic minimum services in accordance with this Section will cease on the cancellation or 
expiration of an announcement of reduced services. Thereafter, normal Merit Rules governing 
leave and related agency procedures will apply to these employees.
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